	Major Event Planning
	Points Possible
	Points Earned

	Invitation

	Margins - .5  & .7
	2
	

	Landscape Layout
	2
	

	Two Columns w/ 1” between 
	2
	

	Font Color/Size/Centered
	3
	

	Theme–Looks professional (chunks)
	10
	

	Spelling
	1
	

	Subtotal:
	20
	

	Database

	Part 1:  20 Records (Guest)
	20
	

	            Field Names
	9
	

	            File Name
	3
	

	            Last Name Ascending
	2
	

	            RSVP at least 5 zero
	2
	

	            Landscape
	2
	

	Part 2:  Last Name Descending
	2
	

	            Delete Hotel Field
	3
	

	            Insert Field – Family Size
	3
	

	            Filter (zero)
	4
	

	            Landscape
	2
	

	Subtotal:
	52
	

	Spreadsheet

	Worksheet 1: Data with headings (detailed)
	10
	

	                        Title, worksheet tab labeled
	4
	

	                        Skills–merge, fill color, word wrap
	5
	

	                     Formulas (used)
	5
	

	Worksheet 2:  Data with headings
	5
	

	                     Title, worksheet tab labeled
	2
	

	                     Skills
	3
	

	                     Formulas
	3
	

	Overall:  Charts with proper labeling  
	8
	

	              Picture
	5
	

	Subtotal:
	50
	

	Web Page

	Home Page
	
	

	Title
	5
	

	Graphic/ Picture
	5
	

	Information – who, what, when, where
	5
	

	Contact Information
	5
	

	Additional Page
	
	

	 Description of page or what will happen
	5
	

	 Bulleted list of items
	5
	

	Graphic/Picture
	5
	

	Links Page
	
	

	Invitation link (desktop publishing)
	5
	

	Guest List link (database)
	5
	

	Budget link (spreadsheet)
	5
	

	Subtotal:
	50
	

	Organization – All documents saved with proper names,  in folder with students name, on shared drive
	10
	

	Total
	182
	


