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	task
	points available
	points earned

	Complete a document planning sheet 
	10
	

	Save file as: Poster-Firstname Lastname
	3
	

	Insert a headline that contains the title 
	3
	

	Insert a table
· Include a title
· Include a minimum of 5 ideas in a bulleted list
· Capitalize the first letter of each word in your list
	6
	

	Insert an attention getter object and include a catchy word or phrase
	3
	

	Add one or two appropriate pictures (clip art image)
	2
	

	Add a border; size it appropriately around the frame boundary
	3
	

	Insert a text frame below the border, at the bottom of the publication

· Type Firstname Lastname on the left side of the text frame 
· Type class section on the right side of the text frame 
· Type text in a 11 pt font size
	3
	

	Completed poster sends an appropriate message of the importance of organization or time management based on class discussions
	5
	

	Printed poster fits on one page using portrait orientation 
	2
	

	Name and class period on rubric
	2
	

	Turned in document planning sheet, poster, & rubric
	6
	

	TOTAL:
	48
	

	Comments:
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