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Directions: After you have finished the application, determine whether you have completed the criteria listed in the left column. Fill in the student evaluation in the shaded columns below and then turn the rubric in to your teacher along with the application.
	Criteria
	Student Evaluation
	Teacher Evaluation

	
	4

Meets and at Times Exceeds the Criteria
	3

Meets the Criteria
	2

Meets Some of the Criteria
	1

More Effort Needed
	Comments

	Create a new document in Word.
	
	
	
	
	

	Dictate a memorandum.
	
	
	
	
	

	Enter the memo header information from Application 8 on page 296.
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