Business Documents Checklist
	Pass
	Merit
	Distinction

	Mail Merged Letter


	Create a Simple Business Letter



	Create a Business Letter


	Create a Business Letter



	Some formatting such as Font style, size and paragraph justification may have been used


	A range of software tools will have been used 
	A range of software tools will have been used 

	Spell checker will be used but some errors may remain



	The spell and grammar checker has been used 
	The spell and grammar checker has been used 

	
	The letter will display some consistency with the other documents
	The letter will have a style consistent  with the other documents

	
	
	The letter will be virtually error free



	
	
	The Letter will be mail merged 




	
	
	The date will be inserted



	Memo


	Create a Simple Memo



	Create a Memo


	Create a Memo



	Some formatting such as Font style, size and paragraph justification may have been used


	A range of software tools will have been used 
	A range of software tools will have been used 

	Spell checker will be used but some errors may remain


	The spell and grammar checker has been used 
	The spell and grammar checker has been used 

	
	The Memo will display some consistency with the other documents
	The Memo will have a style consistent  with the other documents

	
	
	The Memo will be virtually error free



	Flyer

	Create a Simple Flyer


	Create a Flyer


	Create a Flyer



	Some formatting such as Font style, size and paragraph justification may have been used



	A range of software tools will have been used 
	A range of software tools will have been used 

	Spell checker will be used but some errors may remain



	The spell and grammar checker has been used 
	The spell and grammar checker has been used 

	
	The Flyer will display some consistency with the other documents
	The Flyer will have a style consistent  with the other documents

	
	
	The Flyer will be virtually error free



	Newsletter

	Create a Simple Newsletter


	Create a Newsletter


	Create a Newsletter



	Some formatting such as Font style, size and paragraph justification may have been used



	A range of software tools will have been used 
	A range of software tools will have been used 

	Spell checker will be used but some errors may remain



	The spell and grammar checker has been used 
	The spell and grammar checker has been used 

	
	The Newsletter will display some consistency with the other documents
	The Newsletter will have a style consistent  with the other documents

	
	
	The Newsletter will be virtually error free



	Use Graphics from more than 1 source

	Use Graphics from more than 1 source


	Use Graphics from more than 1 source



	
	Tables are included


	Tables are included

	
	Graphs are included 


	Graphs are included 

	
	Tables and graphs are positioned and formatted appropriately


	Tables and graphs are positioned and formatted appropriately



	
	
	The date will be inserted 



	Business Presentation



	Create a presentation of at least 3 slides using text and graphics

	Create a presentation of at least 4 slides using appropriate text and graphics


	Create a presentation of at least 5 slides using appropriate text and graphics



	The style is not consistent


	The style is consistent 
	The style is consistent 

	Spell checker has been used 


	Spell checker has been used 


	Spell checker has been used 



	The presentation is fit for purpose
	The presentation is fit for purpose
	The presentation is fit for purpose

	
	Slide transitions have been set


	Slide transitions and animations have been set

	
	Printed out in handout form 
	Printed out in handout form with appropriate notes pages 



	
	
	The final presentation is of near professional quality




