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Criteria 
Created a task for orderin
from the caterers 
 
Created a task for doing a
equipment inventory 
 
Created a task for finding
the props person knows y
location 
Created a task for making
you have a permit for film
downtown 
Assigned one of the tasks
someone 
 
Assigned another task to 
someone 
 
Used e-mail addresses pr
by your teacher when ass
the tasks 
 

Rubric—Outlook Lesson 2
ve finished your project, determine whether you have completed the 
olumn. Fill in the checklist in the shaded columns below and then turn 
er along with your project. 
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