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100% EDITABLE DOCUMENTS
insert date 
 
Dear Parents and Guardians, 

 
As we begin the new academic year, it is time to start thinking ahead to The insert 
Number Order Annual insert School Name Science Fair! This year, students will have the 
opportunity to complete a primary or secondary research project, which will be 
presented at a school-wide Fair. The insert School Name MST Fair will be held on insert 
date. Parents can attend the after-school event at insert time to view projects and 
attend an awards ceremony.  
 
Students have two research options. They can complete a traditional primary research 
project or they can complete a secondary research project. Students can complete the 
project independently; however, we strongly encourage students to work in groups. 
Students may have the opportunity to work on the project in school but students are 
expected to complete most of the project outside of school.  
 
Each group will be required to complete a trifold display. Trifold Science Boards will be 
made available for purchase through the school. A letter will go home and 
announcements will be made upon the availability of such boards. You are not 
obligated to obtain the board through the school. 
 
Each group will be required to give a five-minute oral presentation to judges at the 
Science Fair. Awards will be distributed at the evening science fair to projects that score 
the highest in their grade and category. Judging criteria will be made available to 
students.  
 
Students have been given a Student Preparation Guide, which contains important 
information and will help students complete their projects. Please read through the 
guide. Additionally, information regarding the Science Fair will be posted on the website: 
insert website address. 
 
Students wishing to participate in the Science Fair must submit a project proposal by 
insert date to insert Name. Final projects are due insert date and students will report to 
insert location on the morning of the MST Fair to check-in and set up their display.   
 
Students may volunteer for community service to help with the Science Fair setup, 
organization and cleanup. An announcement will be made approximately one month 
before the event regarding volunteers needed.  
 
If you would like to help out at the Science Fair or if you have any questions or concerns, 
please email me at insert your email address. Thank you and please encourage your 
child to participate in this year’s MST Fair. 
 
       Sincerely, 
 
 
       Insert Your Name 
       Insert Your Title 

Insert Date 
 

Dear Student, 
 
We are excited to announce The insert Number Order Annual insert School Name Science 
Fair! We hope you will participate this year. The Science Fair provides an opportunity to 
research any topic you wish to learn about in detail. The Science Fair will take place on insert 
date.  
 
This year, you have two project options to choose from. You can complete a primary 
research project using the scientific method to collect original data to solve a problem. 
Alternatively, you can complete a secondary research project, which requires collection, 
summary and review of existing research on a particular topic.  
 
You will be given a Research Project Guide to help you prepare, organize and complete the 
project. You will also be given a copy of the rubric judges will use to score your project. 
 
General Requirements: 

 
1. You will have approximately 12 weeks to complete the project. 

 
2. Students can work independently or in groups of two, three or four students.  

 
3. You must submit a project proposal by insert date to insert name.  Late proposals will not 

be considered. Each group is required to submit one proposal.  
 

4. You will be required to assemble a tri-fold display. Trifold Project Boards will be made 
available for purchase through the school. You are not obligated to obtain the board 
through the school 
 

5. You will be required to give an oral presentation to judges at the Science Fair.  Your group 
will be given a presentation time and will be excused from your classes to present your 
project.  
 

6. Your project will be scored based on content and organization. Projects with the highest 
score in their grade and category will receive awards during the evening Science Fair.  

 
Students may volunteer for community service to help with the Science Fair setup, 
organization and cleanup. An announcement will be made approximately one month 
before the event regarding volunteers needed.  
 
We hope you will participate in this year’s Science Fair. Please speak to your science 
teacher or email me at insert your email address if you have any questions or concerns.  

 
     Sincerely, 

 
     insert Your Name 
     insert Your Title 

PRIMARY Research Scoring Rubric 
 
Project #:  _______ Project Title:  ___________________________________________________________ 
Students: _______________________________________________________________________________ 
 
DISPLAY BOARD 
1. Display board contains background research:   0 1 2 3 
2. Display board states the problem investigated:   0 1 2 3 
3. Display board states hypothesis:     0 1 2 3 
4. Display board describes the experimental design:   0 1 2 3 
5. Display board includes results (written or graphic):  0 1 2 3 
6. Display board includes a conclusion:     0 1 2 3 
7. Display board includes a works cited / references:  0 1 2 3 
8. Display board is organized neatly:     0 1 2 3 
9. The text font is large enough to be read easily:    0 1 2 3 
10. There are no grammar or spelling mistakes:    0 1 2 3 

 
      TOTAL: _________ /30 

CONTENT 
1. Previous research and known facts are discussed:   0 1 2 3 
2. Students state why they made their hypothesis:   0 1 2 3 
3. Independent, dependent & controlled variables identified: 0 1 2 3 
4. Students designed a CONTROLLED experiment:   0 1 2 3 
5. Students used a large sample size:     0 1 2 3 
6. Graphs and tables are displayed with a figure legend:  0 1 2 3 
7. Students discussed how results relate to the problem:  0 1 2 3 
8. Students discussed what their results mean:    0 1 2 3 
9. Sources of errors and improvements were discussed:  0 1 2 3 
10. Graphics and models were used appropriately:   0 1 2 3 

    
      TOTAL: _________ /30 

PRESENTATION 
1. The presentation was organized:     0 1 2 3 
2. Effort was put into preparation for the presentation:  0 1 2 3 
3. All members took turns presenting information:   0 1 2 3 
4. Students had a thorough understanding of the project:  0 1 2 3 
5. Students were able to answer questions:    0 1 2 3 
 

      TOTAL: _________ /15 
 
                           FINAL SCORE: __________/75 
COMMENTS: 

insert date 
 
Dear Insert Name of Recruited Judge, 
 
 
My name is Insert Your Name and I am searching for assistance for The insert Number 
Order Annual insert School Name Science Fair. I am looking for professionals to volunteer 
their time to judge student research projects and I believe you could be of great help to 
this year’s Science Fair. 
 
The insert School Name Science Fair will be held on insert date.  Judging will take place 
at insert location during the school day from insert time. Judges would be responsible for 
scoring student research projects in one of the following categories: 

• Biology, Health and Chemistry 
• Math, Technology and Engineering 
• Physical, Environmental and Earth Science 
• Social, Political and Statistical Science 

 
We are recruiting unbiased and suitable adults to volunteer as judges. Ideally, judges 
would have professional knowledge of the topic they are assigned to. Judges can be 
teachers (who do not teach students at insert School Name), college or graduate 
students, college educators or professionals in one of the topics listed above.  
 
If you would like to volunteer as a judge at the insert School Name Science Fair, please 
email me at insert your email address.  Please include: 

• Your availability 
• The research topic(s) you are comfortable judging 
• Your contact information 

 
Thank you for your attention. I would greatly appreciate your time and help. I hope to 
hear from you. 
 
       Sincerely, 
 
 
       Insert Your Name 
       Insert Your Title 
 

insert date 
 
Dear Parents and Guardians, 
 

insert School Name needs YOUR help! 
 
The insert Number Order Annual insert School Name Science Fair will be held on insert 
date and the school is looking for volunteers to assist with the Science Fair. We need 
parents to help set up and manage the fair and any assistance would be greatly 
appreciated. 
 
The Science Fair will take place during the school day from insert time on insert date and 
at insert time after school. Parents and community members will be able to view the 
students’ projects during the after-school event. 
 
We are looking for volunteers to help with: 

• Setting up tables, signs and décor the day before the Science Fair 
• Selling tri-fold display boards 
• Student check-in and registration the morning of the Science Fair 
• Project scoring and awarding certificates 
• General help (monitoring and directing students) during the daytime and evening 

Science Fair 
• Cleaning up 

  
Students are also encouraged to volunteer for the Science Fair. They may receive 
community service for their help with the Science Fair setup, organization and cleanup.  
 
If you and/or your student would like to help out at the Science Fair, please email me at 
insert your email address.  Please include: 

• When you are available to volunteer 
• What you would like to help with 
• Your name(s) and contact information 

 
Furthermore, we are looking for college and graduate students, college educators, 
science professionals, and community members to volunteer at the Science Fair. If you 
know anyone in the community interested in volunteering, please provide them with my 
email address and encourage them to contact me.  
 
Thank you for your attention and we hope to hear from you. 
 
 
       Sincerely, 
 
 
       Insert Your Name 
       Insert Your Title 
 

insert date 
 
Dear Insert Name of PTA Director, 
 
 
The insert Number Order Annual insert School Name Science Fair will be held on insert 
date. The school is looking for donations and volunteers to help with this year’s Science 
Fair. We need volunteers to help with setting up, managing the fair and judging projects. 
We also are looking for donations to help with the operation of the Science Fair. Any 
amount of assistance from the PTA would be greatly appreciated. 
 
The Science Fair will take place during the school day from insert time on insert date and 
at insert time after school. Parents and community members will be able to view the 
students’ projects during the after-school event. 
 
We are looking for volunteers to help with: 

• Setting up tables, signs and décor the day before the Science Fair 
• Selling tri-fold display boards 
• Student check-in and registration the morning of the Science Fair 
• Project scoring and awarding certificates 
• General help (monitoring and directing students) during the daytime and evening 

Science Fair 
• Cleaning up 

 
If any of the PTA members would like to volunteers, please have them email me at insert 
your email address with availability and contact information. 
 
We would also appreciate donations. We would be grateful for funds to help offset the 
cost of trifold display boards for students or other supplies needed for the Science Fair. 
Food and/or drinks to provide as refreshments at the Science Fair would be welcomed 
as well. 
 
Furthermore, we are recruiting unbiased and suitable adults to help with judging projects 
and presentations. Ideally, we are looking for teachers (who do not teach students at 
insert School Name), college and graduate students, college educators and science 
professionals. If the PTA has members willing to judge projects and are appropriate 
volunteers, please have them contact Insert Your Name at insert your email address. 
 
Thank you for your attention. Again, we would appreciate any help the PTA would 
provide to assist with the implementation of the insert Number Order Annual insert School 
Name Science Fair. We look forward to hearing from you. 
 
       Sincerely, 
 
 
       Insert Your Name 
       Insert Your Title 

SECONDARY Research Scoring Rubric 
 
Project #:  _______ Project Title:  __________________________________________________________ 
Students: ______________________________________________________________________________ 
 
DISPLAY BOARD 
1. Display board states the research question:    0 1 2 3 
2. Display board includes summary of results:    0 1 2 3 
3. Display board includes analysis the results:    0 1 2 3 
4. Display board states sources of error and/or bias:   0 1 2 3 
5. Display board includes a conclusion:     0 1 2 3 
6. Display board includes a works cited / references:  0 1 2 3 
7. Student cited at least 10 primary research studies:   0 1 2 3 
8. Display board is organized neatly:     0 1 2 3 
9. The text font is large enough to be read easily:    0 1 2 3 
10. There are no grammar or spelling mistakes:    0 1 2 3 

 
      TOTAL: __________/30 

CONTENT 
1. Students used studies relevant to the research question:  0 1 2 3 
2. Students clearly summarized the studies’ findings:   0 1 2 3 
3. Students discussed the experimental design in studies:  0 1 2 3 
4. Students discussed results/conclusions in studies:   0 1 2 3 
5. Students discussed how error/biases influences studies:  0 1 2 3 
6. Graphs and tables are displayed with a figure legend:  0 1 2 3 
7. Students discussed how results relate to the question:  0 1 2 3 
8. Students discussed what the results mean:    0 1 2 3 
9. Sources of errors and improvements were discussed:  0 1 2 3 
10. Graphics and models were used appropriately:   0 1 2 3 

    
      TOTAL: __________/30 

PRESENTATION 
1. The presentation was organized:     0 1 2 3 
2. Effort was put into preparation for the presentation:  0 1 2 3 
3. All members took turns presenting information:   0 1 2 3 
4. Students had a thorough understanding of the project:  0 1 2 3 
5. Students were able to answer questions:    0 1 2 3 
 

      TOTAL: __________/15 
 

                   FINAL SCORE: __________/75 
COMMENTS: 

 
insert date 
 
Dear insert judge name, 
 
Thank you for volunteering your time and expertise at the insert Number Order Annual 
insert School Name Science Fair. The MST Fair would not have been possible without you. 
 
The students enjoyed having you as a judge at the Science Fair. Your scoring was 
impartial, consistent and reliable, which provided a fundamental and vital foundation for 
the Science Fair. Your diligence and dedication helped to make this year’s Science Fair 
such a success. 
 
I greatly appreciate the time you set aside in your busy schedule to volunteer your 
service and knowledge to the students at insert School Name. Your presence was 
significant and you inspired many students to participate again in next year’s fair.  
 
Thank you again for your commitment to the students at insert School Name andyou’re 
your support of scientific research. I hope you will volunteer as a judge at next year’s 
Science Fair. 
 
 
       Sincerely, 
 
 
       Insert Your Name 
       Insert Your Title 
 
  
 
 
 
 
 
 
 

 
insert date 
 
Dear insert parent name, 
 
Thank you for volunteering at the insert Number Order Annual insert School Name 
Science Fair. The Science Fair ran smoothly and was a success due to the time and 
assistance you provided the school and students. 
 
The Science Research Fair would not have been possible without your help. The students 
had a fun and pleasurable experience because of your support. I appreciate the time 
you set aside in your busy schedule to volunteer service and patronage to the students 
at insert School Name.  
 
Thank you again for your commitment to the school, students and staff and your support 
of scientific research. I hope you will volunteer at next year’s Science Fair. 
 
 
       Sincerely, 
 
 
       Insert Your Name 
       Insert Your Title 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
insert date 
 
Dear insert student name, 
 
Thank you for the time and effort you volunteered at the insert Number Order Annual 
insert School Name Science Fair. The Research Fair would not have been possible 
without your assistance. The school, students and staff are grateful for your dedication to 
service and support of research excellence.  
 
The success of the insert School Name Science Fair was due in part to your hard work. 
Your cooperation, commitment and enthusiasm contributed to the fun and excitement 
that students experienced at the Science Fair.  Furthermore, the  
 
Thank you again and I hope you will volunteer at next year’s Science Fair. 
 
 
       Sincerely, 
 
 
       Insert Your Name 
       Insert Your Title 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Time Slot Projects Students (First Initial, Last Name) 

8:30-8:40am 

  
  
  
  
  
  

8:40-8:50am 

  
  
  
  
  
  

8:50-9:00am 

  
  
  
  
  
  

9:00-9:10am 

  
  
  
  
  
  

9:10-9:20am 
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The order number Annual School Name  
Science Fair 

Insert date(s) 
 
Timeline for Primary Research Project 
 
Project Proposal Due: insert due date (10 weeks before Fair) 
- Begin organizing and designing the research project 

 
Progress Check #1: insert due date (8 weeks before Fair) 
- Complete background research. You should have at least FIVE sources 
- Complete a rough draft of a Bibliography 
- Determine the materials needed for the experiment 
- Design the method of the controlled experiment 

 
Progress Check #2: insert due date (6 weeks before Fair) 
- Conduct the controlled experiment 
- Adjust the method if necessary. Note necessary changes and why. 

 
Progress Check #3: insert due date (4 weeks before Fair) 
- Finish collecting data – complete the experiment. 
- Organize data into tables and graphs with figure legends 
- Begin composing the conclusion 

 
Progress Check #4: insert due date (2 weeks before Fair) 
- Purchase a tri-fold display board 
- Finish writing all elements of the project 

 
Progress Check #5: insert due date (1 week before due date)  
- Completed the tri-fold display board 
- Rehearse the oral presentation 

 
Project Due: insert due date 
- Setup the project in insert location at insert date and or time  

The order number Annual School Name  
Science 

Insert date(s) 
 
Timeline for Secondary Research Project 
 
Project Proposal Due:  
- Begin organizing and designing the research project 

 
Progress Check #1: insert due date (8 weeks before Fair) 
- Complete background research. Obtain at least 15-20 possible primary 

sources that will be used for the project. 
- Complete a rough draft of a Bibliography 

 
Progress Check #2: insert due date (6 weeks before Fair) 
- Select 10 research studies 
- Begin reading, summarizing and analyzing the research studies 
- Update the Bibliography 

 
Progress Check #3: insert due date (4 weeks before Fair) 
- Finish summarizing and analyzing the research studies 
- Organize data or information into graphs and/or tables if appropriate 
- Begin composing the conclusion 

 
Progress Check #4: insert due date (2 weeks before Fair) 
- Purchase a tri-fold display board 
- Finish writing all elements of the project 

 
Progress Check #5: insert due date (1 week before due date)  
- Complete the tri-fold display board 
- Rehearse the oral presentation 

 
Project Due: insert due date 
- Setup the project in insert location at insert date and or time  
 

 
 



• Advertising Posters (.pptx files) 
• Award Certificates (.pptx files) 
• 21 emblems - males and female with different skin tones (.png files)

100% EDITABLE DOCUMENTS



• 100% Editable Google Forms
• Can be used to score multiple projects
• Scores are recorded in a Google Sheet for easy grading & awards

DIGITAL SCORING RUBRICS


