Objectives: Demonstrate effective written communication skills.

Determine the most effective use of technology for solving common business applications.

Apply technology to common business applications using word processing software.

Materials Needed: Computer, scanner and/or digital camera, word processing software

Resources Needed:

Student Handouts Needed: Instruction sheet

Grading rubric

Interdisciplinary Involvement:


Step by Step Details for Project Implementation:

Prior to beginning project, have student acquire picture of him/herself at work (may use digital camera or scan photograph).

Give students copy of instruction sheet. Have them read it through and then answer any questions they might have.

This project could be used as an assessment or final at the end of a quarter/semester.

Assessment: CBE Final Newsletter grading rubric.
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Mrs. Robinson’s News

CBE Final Newsletter Project

Using word processing software and demonstrating what you have learned this quarter/semester, create a 2 or 3-column newsletter containing articles on the following topics/questions. You must include all of the following items. You may add any articles you choose as long as you complete your project by the deadline.

Give a brief description of the job (or jobs) you have held throughout the year as a participant in the Cooperative Business Education internship program. Be sure to include the name of the company, a description of your duties and responsibilities, and information about your supervisor.

Include a scanned picture of yourself on the job.

Compose an article/paragraph on each of the following questions:

What grade do you think you deserve in the CBE class this quarter/semester? Why?

What grade do you think you deserve in CBE Internship this quarter/semester? Why? How could the CBE class and/or internship be changed to improve it? (Remember that any time you complain about something, you must offer possible solutions!)

How do you feel your work ethic and your attitude toward working have changed throughout the year? Explain.

What are your plans after graduation (short term and long term)? Please include your permanent address.

Somewhere on your newsletter page, be sure you demonstrate the following:

justified text

line draw

change in font

change in point size

bullets or numbering

change from one column to multi-column

Extra credit: Use the help menu (if necessary) and what you have learned to complete these extra steps.

Drop cap. (5 pts.)

Use the same attributes and color on all headlines. (5 pts.)

Pull quote. (10 pts.)

Insert a clipart image. Be sure it is appropriate to the text. (10 pts.)

 

NAME__________________________________

 

PROJECT_______________________________

 

 

	Criteria
	Commendable

16-20 pts. Each
	Acceptable

11-15 pts. Each
	Needs Improvement

6-10 pts. Each
	Unacceptable

0-5 pts. Each

	Design Layout
	Design shows creativity, originality throughout
	Design shows some creativity and originality
	Design shows very little creativity or original thought
	Design shows no creativity or original thought

	Graphics
	Graphics are used appropriately; they convey the message better than text; they support text
	Graphics are used appropriately; some choices could have been better
	Very little thought was given to choice and/or use of graphics
	No thought was given to choice and/or use of graphics

	Content of Articles
	Articles are well written and provide all necessary information
	Articles are well written for the most part; some improvement could be made
	Articles are incomplete; could not be used in a business setting without significant editing.
	Articles are missing; could not be used in a business setting

	Grammar/Spelling
	Grammar and spelling are perfect; no improvement is necessary
	Grammar and spelling are very good; contains some minor errors that are easily corrected
	Grammar and spelling are poor; contains many errors in grammar and/or spelling
	Grammar and spelling are poor; spell/grammar check obviously not used

	Use of Color and Attributes
	Color and attributes are used for emphasis; color and attributes add to the overall attraction of the document
	Color and attributes are used for emphasis; in some instances color and attributes do not add anything to the appearance of the document
	Color and attributes are not used well; very little thought was given to the application of color and attributes in the document
	Color and attributes are not present; no thought was given to the application of color and attributes in the document

	TOTAL POINTS
	 
	 
	 
	 

	 

FINAL GRADE
	 
	 
	 
	 


 

COMMENTS:
