
Group Project – Using a Computer to Run a Business


	
	4

Exceeds the Standard
	3

Meets the Standard
	2

Needs Improvement
	1

Does not Meet the Standard

	Logo
	Include logo and slogan; professional looking; evidence considerable thought and planning were utilized.  Saved as .jpg file with name LOGO.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Letterhead
	Includes Logo, name of company, coordinator name, company address and phone, and saved as LHEAD.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Business Invoice
	Contains company logo, all important company information.  Appropriate application software utilized. File named INVOICE.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Catalog
	Catalog of merchandise or services, includes pictures, price list, shipping specifications, other information useful to customer; contains 15-30 items/services for sale.  Coordinator and all executives must be involved in this process.  File named CATALOG.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Flyer
	Grand Opening flyer; includes information for customer to fine the company – map, etc.; carefully designed, professional appearance; brief description of merchandise or services offered is included.  Save flyer as GOFLYER.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Door Sign
	Designates company hours for business; included logo on this sign. File name HOURS.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Job Application
	Create a job application for potential employees.  Be sure all info you want prior to conducting an interview is included.  Save as JOBAPP.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Welcome Letter
	Letter to be mailed to prospective customers.  Contains company letterhead, brief description of your company, friendly invitation for them to visit your business; include a coupon at the bottom of the page that customer can use when first visiting your business; include salutation “Dear Prospective Customer,” include store location, hours, and any other relevant information.  Save as WELCOME.
	Includes all but 1 of the requirements for Exceeds the standard.
	Includes all but 2 of the requirements for Exceeds the Standard.
	Three or more elements for exceeds the standard are missing.

	Grammar and spelling
	No spelling or grammatical errors evidence in any of the files.
	One spelling or grammatical error found in all files.
	Two spelling or grammatical errors found in all files.
	Three or more  spelling or grammatical errors found in all files.

	Collaboration
	Appropriate collaboration tool was utilized to collaborate with team members.
	
	
	Inappropriate or no collaboration tool was utilized among team members.


