School Event Communications Portfolio
Instructions:

You have been charged with communicating with a variety of audiences promoting an upcoming school-sponsored event.  This event can be anything from an athletic event, a social event, fine arts event or a community service event. (Ex: Football game, Homecoming Dance, School Play, March of Dimes Walk)  The event must have specific information such as dates, times, ticket prices, etc.  It is your job to get the information (who, what, when, where how, etc.) to the defined audience using the communication media assigned below.  Each communication media must be effective and thorough; they must be formatted correctly, no misspellings and follow the guidelines that you learned earlier in this unit.  
Here are the required communications media:

· Business Letter to Principal

· PowerPoint Presentation to the student body

· Press Release to the local papers & radio stations for the general public

Please be aware of the audience you are communicating with and adjust your message accordingly.

See the following rubric to understand how this project will be evaluated.

School Event Communication Portfolio
Rubric
	Evaluation Item
	Not Demonstrated/

Incomplete
	Almost Meets Expectations
	Meets 

Expectations
	Excellent
	Points

Earned

	Business Letter – All information included, audience appropriate, formatted correctly
	0-9
	10-19
	20-29
	30
	

	Business Letter Comments:
	
	

	PowerPoint - Letter – All information included, audience appropriate, formatted correctly
	0-9
	10-19
	20-29
	30
	

	PowerPoint Comments:
	
	

	Press Release –All information included, audience appropriate, formatted correctly
	0-9
	10-19
	20-29
	30
	

	Press Release Comments:
	
	

	Correct grammar, punctuation, spelling and documentation of sources
	0
	1-3
	4-7
	10
	

	Excellence Points
	Points earned by going over and above the requirements of the project,
	

	Penalty Points
	Points deducted due to plagiarism, lateness


	

	Total Points
	
	     /100


Comments:


