Rubrics for Tables in Keyboarding
	Table
	Criteria
	Points

	Pg. 96 #2

The sound of music cast
	Center table on page
	1

	
	Center main title
	1

	
	Title ALL CAPS
	1

	
	Bold main title
	1

	
	2 columns/13 rows
	1

	
	Title row is merged above table
	1

	
	Center column headings
	1

	
	Bold column headings
	1

	
	Indent cast member names
	1

	
	Spelling/Accuracy
	1

	 Total                                                                              10


	Table
	Criteria
	Points

	Pg. 98 #4

Broadway’s longest runs
	Center table on page
	1

	
	Center main title
	1

	
	Bold main title
	1

	
	Title in ALL CAPS
	1

	
	2 columns/14 rows
	1

	
	Subtitle centered, bold, regular case
	1

	
	Center column headings
	1

	
	Bold column headings
	1

	
	Underline column headings
	1

	
	Row height .4”
	1

	
	Center values
	1

	
	Center vertical alignment for all title rows
	1

	
	Bottom align all data rows
	1

	
	Merge last row
	1

	
	Spelling/Accuracy
	1

	 Total                                                                                   15

	
	
	

	
	
	

	Table
	Criteria
	Points

	Pg. 99 #1

Top 5 Broadway grosses
	Center table on page
	1

	
	Center main title
	1

	
	Bold main title
	1

	
	Title in ALL CAPS
	1

	
	3 columns/10 rows
	1

	
	Subtitle centered, bold, regular case/italics
	1

	
	Center column headings
	1

	
	Bold column headings
	1

	
	Row height Main title .5”, center vertical alignment
	1

	
	Row height Secondary title .45, center vertical alignment
	1

	
	Row height Column headings, .4”, center vertical alignment
	1

	
	Row height Data rows .3”, bottom vertical alignment
	1

	
	Left align production titles
	1

	
	Right align values
	1

	
	Bold “Totals”
	1

	
	Merge top row
	1

	
	Merge 2nd row
	1

	
	Merge last row
	1

	
	Dollar signs included
	1

	
	Spelling/Accuracy
	1

	 Total                                                                                   20


	Table
	Criteria
	Points

	Pg. 100 #2

Selected works by American authors
	Row height Main title .5”, center vertical alignment
	1

	
	Row height Column headings, .4”, center vertical alignment
	1

	
	Row height Data rows .3”, bottom vertical alignment
	1

	
	Center table on page
	1

	
	Column A 2” wide
	1

	
	Column B 1” wide
	1

	
	Column C 2” wide
	1

	
	3 columns/9 rows
	1

	
	Bold entire table
	1

	
	Proofreading marks used
	2

	
	Authors left-aligned
	1

	
	Years centered
	1

	
	Works left-aligned
	1

	
	All data bottom-aligned
	1

	 Total                                                                              15


	Table
	Criteria
	Points

	Pg. 179

Presidents
	Center table on page
	1

	
	Center main title
	1

	
	Bold main title
	1

	
	Title in ALL CAPS
	1

	
	5 columns/13 rows
	1

	
	Subtitle centered, bold, regular case/italics
	1

	
	Center column headings
	1

	
	Bold column headings
	1

	
	Row height Main title .5”, center vertical alignment
	1

	
	Row height Column headings, .4”, center vertical alignment
	1

	
	Row height Data rows .4”, center vertical alignment
	1

	
	Correct color scheme
	1

	
	Indent Party Names
	1

	
	Center years-
	1

	
	Proper border formatting
	1

	
	Merge top row
	1

	
	Merge ½ of bottom row
	1

	
	Merge other ½ of bottom row
	1

	
	Source cited under the table
	1

	
	Spelling/Accuracy
	1

	 Total                                                                                   20


