Word Processing Tasks (Text Documents)

Success criteria for a word processing task should include some of the following:

Success Criteria
1. Include a header with full name in it and footer with page number
1. Use font size 12
1. Use a standard font type such as Arial, Calibri, Raleway, Verdana, or Segoe UI.
1. Use black font colour (unless for a specific reason)
1. Text should be left aligned (unless for a specific reason such as a sender’s address on a letter)
1. Titles can be centre aligned and have a larger font size
1. [bookmark: _GoBack]Subtitles should be size 14, bold and left aligned


