St. Thomas Aquinas Catholic Secondary School
BTT 1O/2O


Word Processing Summative Evaluation

Starting Your Own Restaurant Project
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Student Expectations:

· Students will create a letterhead for their restaurant
· Use the letterhead in business correspondence

· Demonstrate the accepted business format for letters and memos and reports

· Demonstrate word processing formatting skills

Instructions:

· Create a directory on your own BTT folder and call it BUSINESS. Save all of the documents created for this assignment in that folder. 
· Print all documents and submit with the rubric found at the end of this instruction package.
(  STARTING INSTRUCTIONS (
Change the page margins to:

Top = .5 inches

Bottom = .75 inch

Left = .75 inch

Right = .75 inch

The Business Letterhead
Use WordArt, Clipart, and/or AutoShapes and Text boxes in MSWord to create your letterhead.  The letterhead includes a logo, your company name, full address and telephone number and should not take up more than one fifth of your entire page—use the margin on the left side of the screen as your guide, your letterhead should not occupy more than 2 inches.

Specifically:

1. In a new document, set margins.

2. Press the enter key several times to generate blank lines.

3. Make sure the Drawing toolbar is visible on your workspace.

4. Use WordArt, AutoShapes, and/or Clipart and position on the blank lines you have generated. 

5. Use a textbox to include the address of your company.  Keep or remove the outline of the textbox.  

6. Save this document in the BUSINESS folder and name it LETTERHEAD
Each time you need to use the LETTERHEAD subsequently, open this document and use SAVE AS with a new name for the business correspondence.  When you choose a new name for the business document, the LETTERHEAD document will still only contain the logo and address in it.  This way it may be reused for all your other documents.  See sample below:
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The Report

Retrieve a report on tips for choosing a restaurant type.. To show that you know what is involved with the process, you are asked to submit it (correctly formatted) to the bank manager when applying for a start up loan. 

Follow the instructions below to format this report.

· Retrieve the file (Tips For Choosing A Restaurant Concept) from the Word Processing folder in Student Resources/ BTT10
· Save it immediately to your own workspace on the G: drive in the BUSINESS directory
· Double space the document
· Whenever you see (source:  Wikipedia) replace it with a footnote (just put Wikipedia in the footnote)
· Remove the title from the beginning of the report and place it in the header:
right justify the title, leave a blank line after and then add a bottom border

· Add automatic page numbers, place at the bottom right side

· Insert a new page at the beginning of the document.  Put the main title in a text box, add a picture and your name to the page.  Place a page border around this page, but not on any other page.  Arrange attractively.
· Use the format painter  to copy the style of “QSR” to all bolded titles
· Locate the blue title and change the 8 lines below it to show a custom bulleted list (no black circles!)
· Locate the Planning section and 
1. place automatic numbers on all text after the ‘colon’

2. indent an extra inch from the left side

· Replace all the occurrences of “restaurant” with a bold and italic version of the same word 
___________________________________________________________________________

The Business Letter

Compose a letter to a furniture supplier for your new restaurant.  In this letter you are to:

· include your new business letterhead 

· follow the business letter formatting standards as outlined in this package

· introduce yourself and your new restaurant (what kind of food  you serve and where it is).

· Tell the supplier the kinds of things you are looking to purchase to start up your restaurant
· ask for any catalogs they might be able to send you

· tell them the approximate date you are looking to be operational

· thank the supplier for their attention to this matter and that you look forward to building a good business relationship in the future

Your letter must have 3 paragraphs:  opening, middle and closing.

Check for errors and proofread. 
Save as BUSINESS\LETTER
Invitation to the Grand Opening
Compose a flyer to advertise your new restaurant
The flyer includes:

· a description of the grand opening
· any extra things you will be offering:  entertainment, freebies, etc...

· information regarding date , time and location
· the following formatting:

· some font changes (size and style)

· minimum 2 alignment changes (choose from left, right, centre)

· at least one of (bold, italics, underlining)

· at least one clipart image

· at least one AutoShape

· attractively displayed information




· Save as BUSINESS\INVITATION
The Business Memo

Compose a memo to all of your staff of your restaurant.  In this memo you are to:

· Include your letterhead

· use standard memo format to create the document

· the memo is from you, using today’s date

· congratulate the staff on the success of your opening day
· describe the things they have done to contribute to the success of the business, (describe 2-3 things that they have done)

· announce a bonus in their first paycheck
· You must use 2 paragraphs in the body of the memo.
· Check for errors and proofread.
· Save as BUSINESS\MEMO
STUDENT’S NAME: ________________________________________

	Rubric Focus: 
	Evaluation of Business Correspondence and Formatting Skills

	
	Level

1
	Level

2
	Level

3
	Level

4

	Thinking and Inquiry

· guidelines are followed regarding letterhead, letter, memo, invitation, agenda and report expectations

· able to interpret instructions and put information into own words
	Few expectations are met
	Some requirements are met
	Most requirements are met
	All requirements are met and may be exceeded

	Application
· all parts of business letter are included (date, inside address, salutation, body of letter, closing, name of writer)

· all part of business memo are included (TO, FROM, DATE, SUBJECT, body of memo)

· long document features such as page numbering, headers & footers, footnotes are used in the report

· other formatting features as outlined
· correct line spacing is applied in each of the business documents

· Correct page formatting is used:  margins, page numbering, headers and footers, borders

· clipart and autoshapes are used effectively

· Appropriate formatting features are used when required:
bold, italics, underlining
font changes
alignment (left, right, centre)
automatic numbers and bullets
tabs
borders: page and paragraph
paragraph spacing
	Few expectations are met
	Some requirements are met
	Most requirements are met
	All requirements are met and may be exceeded

	Communication
· Information is grammatically correct and spelled correctly.
· Information is attractively and effectively displayed throughout documents, using a variety of methods as outlined in the success criteria.
	Few expectations are met
	Some requirements are met
	Most requirements are met
	All requirements are met and may be exceeded
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