Computer Foundations
Letter of Introduction (practicing MS Word)
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Paragraph one, should contain the following information:

· Your name
· The names of any other classes you have taken (or would like to take) at the WestShore Centre for Learning and Training
· Your interests and hobbies, if any  (
Paragraph two should contain the following information:

· Assess your level of computer skills

· Any software programs you may have worked with

· Any jobs you may have had that required you to use a computer

Paragraph three should answer the following questions:
· Why did you take this course?
· What do you hope to get out of this course?

Letter of Introduction (MS Word)
 Name:                                      
Score:____ out of 12
Criteria: Completeness, Attention to Detail, Demonstrated Use of Word Tools
	CATEGORY
	4
	3
	2
	1

	Criteria
	All requirements are met and exceeded.
	All requirements are met.
	Requirement was not completely met.
	Requirement was not met.

	Completeness:

Three paragraphs which provide required information


	Letters contains three paragraphs that include excellent detail on all required information.
	Letter contains three paragraphs or sentences that have some required information.
	Letter contains three sentences that provide a few pieces of required  information.
	Content is minimal

	Attention to Detail:

Evidence of the use of backspace, capitals, inserting text, etc.
	Letter shows evidence of good planning and care was taken in editing.
	Letter shows evidence of  planning and care in editing.
	Letter shows some evidence of planning; several typographical errors remain.
	Very limited evidence of planning or attention to detail.

	Additional MS Word Features.

Did the letter show evidence of an understanding of the basic functions in MS Word? 


	Good evidence of consideration of basic functions of MS Word
	Sufficient evidence of the basic functions of MS Word. Improvements could have been made.
	Limited evidence of MS Word functions
	Very limited evidence of MS Word tools.


I am looking forward to getting to know everyone in the class.  Please write a letter to me sharing some information about yourself.  





More marks will be given for more MS Word features that you use!








Submit this Assignment via my website:  � HYPERLINK "http://www.dermottcrofton.com" �www.dermottcrofton.com� as an attachment to a message to me. It can also be submitted as an attachment to a regular email (� HYPERLINK "mailto:dcrofton@sd62.bc.ca" �dcrofton@sd62.bc.ca�) or to me directly during class.  The assignment should be completed using word processing software (MS Word or equivalent).





Your letter should be named:  <Your name> Introduction
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