TCO 285

Letterhead Grading Rubric

Student:  ___________________________________

	Points (25)
	Elements of Review



	(3)
	Balance
	In

· Elements are balanced appropriately around the element containing the most focus.

· Elements are balanced appropriately within the space claimed by the total of the letterhead elements.



	(3)

	Focus/Emphasis
	· At least one element brings focus through display type or visual weight or visual identity
· All elements form cohesive presence – indicating unity

	(2)
	Visual Identity
	· At least one element communicates the identity of the organization or entity through a symbol or other graphical item (could include graphical text)

	(3)
	Visual Weight
	· Appropriate for letterhead design; not heavily weighted toward any border of the letterhead

	(3)
	Directional Flow
	· Appropriate for the flow intended by designer
· Follows logical direction for scanning

	(4)
	Typography
	· Font families are used
· Fonts are appropriate for audience & message
· Appropriate sizes and styles are used

	(4)
	Letterhead Design
	· Aesthetically appealing; makes good visual sense

· Good use of white/negative space, pleasing design 

· Symbolic representation is based upon organizational identity

	(3)
	Grammar, Spelling, and Punctuation
	· Follows conventional standards

· No spelling errors

· No grammatical errors

· Word processing mechanics are perfect
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