	Categories/ Grade
	4
	3
	2
	1

	Draft Work 
Includes any research notes taken from any source, any planning you have done i.e. website or poster layout, any rough drafts
	· All of my rough work is included with my project.
· Research notes are included with sources recorded. 
· It is easy to read and shows how I took my rough work and used that to make my project.
	· Most of my rough work is included as well as my research notes.
·  It's pretty easy to read and partly shows how I used my rough work to make my project.
	· Some of my rough work and research notes are included. 
· They aren't easy to read and it's difficult to see how I used my work to create my project.
	· None/few of my research notes and rough work is included. 
· What I have included is hard to understand and it is not clear how I used my rough work to create my project.

	Organization 
Project is neatly typed or written out. It has been proof-read to check for grammar and spelling errors. It is neatly put together and includes all work.
	· My project is very neat, easy to read and understand.
· I don't have any spelling or grammar errors.
· All of my work is included
· 15 days of letters/diary entries
· Full pages
	· My project is neat, somewhat clear and understandable. 
· I have few spelling or grammar errors.
·  Almost all of my work is included.
· 10 days of letters/diary entries
· full pages
	· My project is fairly neat and easy to understand.
· I have some spelling and grammar errors. 
· Most of my work is included.
· 7 days of letters/ diary entries
· full pages
	· My project is not neat or easy to understand. 
· I have many spelling and grammatical errors 
· Little of my work is included.
· 2 days of letters/diary entries
· full pages

	Paragraphs
Formation of the paper
	· The first sentence in indented.
·  A capital letter is used at the beginning of each sentence.
· A correct punctuation mark is used at the end of each sentence. 
· The letter is in order and makes sense.
	· Missing one component from the following:
· A capital letter is used at the beginning of each sentence. 
· A correct punctuation mark is used at the end of each sentence. 
· The letter is in order and makes sense.
	· Missing two components from the following:
·  A capital letter is used at the beginning of each sentence. 
· A correct punctuation mark is used at the end of each sentence. T
· The letter is in order and makes sense.
	· Missing three or more components from the following: 
-      A capital letter is not used at the beginning of each sentence. 

-      A correct punctuation       mark is not used at the end of each sentence. 

-      The letter is not in order and is does not make sense.

	Salutations/Closings
	· Had the full four  pages typed 12-font or neatly typed- both double spaced
· Five citations
· Correct format of bibliography with all cited
	· Had the full three pages typed 12-font or neatly typed- both double spaced
· Three citations
· Incorrect format of bibliography with all cited
	· Had the full two pages typed 12-font or neatly typed- both double spaced
· Two citations
· Incorrect format of bibliography with not all cited
	· Missing three or more components from the following: Proper greeting is used in the correct place, proper capitalization of the name, proper use of the comma.
· Proper closing is not included or is not used in the proper place. Correct use of comma and proper signature are not included.
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