Party Planning Rubric/Self Check

Name_______________________________


	Skill
	Self Check 
	Meets Expectations
	Needs Improvement
	Unsatisfactory

	STEP 2. Creating a Vision and a Plan of Action
	 
	4
	2
	0

	STEP 3. Paragraph 1
	 
	4
	2
	0

	STEP 3. Paragraph 2
	 
	4
	2
	0

	STEP 3. Paragraph 3
	 
	4
	2
	0

	STEP 4. Include a table
	 
	2
	1
	0

	STEP 5. Add the return address and business address
	 
	2
	1
	0

	STEP 6.  Add the date on line 11
	 
	1
	 
	0

	STEP 7. Double Space!
	 
	1
	 
	0

	STEP 8. Add a footer to your page.
	 
	1
	 
	0

	STEP 9. Spell Check!
	 
	1
	 
	0

	STEP 12.  Print, sign the letter, attach rubric & place in tray.
	 
	1
	 
	0

	Total
	25 Points
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