Planning Worksheet – Business Office Technology
Goal 

Communicate effectively in a variety of situations.
Student Learning Outcome 

Students will demonstrate effective written business communication skills in

the preparation of a business letter.
Components of successful achievement 
1. Letter Format

2. Mechanics

3. Sentences and Paragraphs

4. Tone

5. Ideas

6. Neatness
Performance characteristics of each component

Component 1 – Letter Format

· letter is balanced on page

· appropriate watermark or letterhead paper/stationery is selected

· necessary letter parts are included

Component 2 – Mechanics

· proper grammar is used

· spelling is accurate

· punctuation is correct

Component 3 – Sentences and Paragraphs

· sentences do not contain run-ons and fragments

· each paragraph contains one main idea

Component 4 – Tone

· businesslike and responds to request

Component 5 – Ideas

· expressed in a clear and organized fashion

· subject matter is easily determined

Component 6 – Neatness

· letter is of mailable quality

Activities/Assignments 
 
Writing assignments in BOT 203-Office Equipment and Procedures I

Assessment Type

See attached BOT 203-Office Equipment and Procedures I Business Letter Rubric
BOT 203 OFFICE EQUIPMENT AND PROCEDURES BUSINESS LETTER EVALUATION
Student __________________________    Date ______________

Evaluator _________________________

	Category
	4
	3
	2
	1

	Format
	proper letter format used; balanced on page; watermark or letterhead paper/stationery used; all letter parts included
	used letterhead stationery; fairly balanced on page; omission of one letter part
	more then one formatting error
	poorly presented; improper letterhead paper/ stationery or none used

	Mechanics
	no errors in grammar, spelling, or punctuation
	minor errors, no more than two in punctuation or grammar; no spelling errors
	one or two spelling errors; minor grammar and/or punctuation errors (no more than two)
	more than four errors in any combination of grammar, spelling, or punctuation

	Sentences and Paragraphs
	well constructed; good mix of sentence styles; each paragraph contains one main idea
	some questionable sentences, but meaning is clear; paragraphing weak
	up to three major errors (more than three I’s, fragments, run-ons, etc.) and/or poor paragraphing
	excessive errors in sentence construction and paragraphing

	Tone
	businesslike, helpful, professional
	businesslike and helpful, but informal or unprofessional
	marginally businesslike but informal or unprofessional
	informal, unfriendly, and/or unprofessional

	Ideas
	ideas expressed in a clear and organized fashion; easy to determine what letter was about
	ideas were expressed in a pretty clear manner; organization could have been better
	ideas were somewhat organized but not very clear; it took more than one reading to figure out what the letter was about
	letter seemed to be a collection of unrelated sentences; very difficult to figure out what the letter was about

	Neatness
	mailable quality
	mailable but not as attractive as it could be
	mailable only if in a rush; doesn’t make the best impression
	not mailable


