Name:
Date:
Hour:

	E-MAIL to your Business Teacher
	SCORE/COMMENTS

	Send a message to Ms. McConnell or Mrs. Cleary

	  Subject line

· Descriptive

· Proper case

Salutation

· Always included

· Salutation is personal when possible

Message

· Point of communication is given early

· Ask for a response if you want one

· Message short and to the point

· Message written in paragraphs

Grammar & Punctuation

· Punctuation used

· Only common abbreviations used

· Emoticons not used

· Spelling is correct

· Complete sentences

· Written in paragraphs with proper spacing

Capitalization

· No ALL CAPS

· No all lowercase

· Proper capitalization used

Signature

· Signature included

· Title included

· Phone number included
	

	
	
	
	
	
	Total
	                              /25


Dream Vacation Rubrics
	MEMO to Mr. Boss
	SCORE

COMMENTS

	Memo  to Boss

Requesting time off.


	________Template Used

________Appropriate Subject Line (RE:)

________Correct Date Format ( March XX, 20XX)

________cc Mrs. Cleary or Ms. McConnell
________Clear Concise Business Style Writing

________Message includes reasons, and states  requests 

________Error free (spelling, grammar, punctuation)

________Saved in your Student Share Drive 

________Printed 
Total
	                    /50

	
	
	
	
	
	


	Dream Vacation Presentation Rubric


	

	Think of the oral presentation as an opportunity to “share” your trip plans with the Employee of the Month Committee. They’ve allotted you a Maximum Time of 5 minutes at their board meeting. You may not speak longer, but should use as much of that time as possible. They want to see where you’ll go and what you’ll do on your Dream Vacation. Practice so you appear well informed.
	

	Presentation

CATEGORY
	10
	7
	3
	1
	Totals

	Presenting Skills

· Eye Contact

· Voice Volume

· Articulates

	Interesting, well-rehearsed with smooth delivery that holds audience attention

	Relatively interesting, rehearsed with a fairly smooth delivery that usually holds audience attention. 
	Delivery not smooth, but able to hold audience attention most of the time.

	Delivery not smooth and audience attention lost.

	

	Quality/Mechanics


	Presentation is well developed and visually engaging.

No spelling or grammatical errors and holds the viewer’s attention.
	Presentation is well developed and visually engaging. Few errors are present but they do not distract the viewer’s attention.
	Presentation includes some visual elements and few errors. Holds the viewer’s attention most of the time.
	Presentation is under developed. Boring and/or contains errors.
	

	Added a short video
	Related to vacation location
	Too long a video & somewhat boring
	Too long video & very boring 
	No video added
	

	Sources Cited
	All information cited with url addresses.
	Most information cited with url address.
	Few cited sources used.
	No sources cited.
	

	Requirements
(listed below)
	30
All requirements are met and/or exceeded.
	20
All requirements are met.
	15
One requirement was not completely met.
	10

More than one requirement was not completely met.
	

	· Transportation: Miles/Hours/Cost 

· Accommodations: Where/Amenities/Cost 

· Attractions: Sights/ One historical/Cost 

· Food: What/Where/At least one specialty restaurant 
· Cost: What is the entire cost of the trip?

· Packing: What is really important to pack?
· Other details: Passport? Souvenirs? 
	· 

	Content Knowledge
	30

Covers topic in-depth with details and examples. Subject knowledge is excellent.
	25

Includes essential knowledge about the topic. Subject knowledge appears to be good.
	15

Includes essential information about the topic but there are 1-2 components missing.
	10

Content is minimal OR there are several components missing. OR just reads slides to the audience.
	

	
	Total
	      /100

	Notes/Comments:
	


