
   Sign in to Google Docs at http://docs.google.com.

   In the Docs List, click New>From Template.

   In the search box, type “NWP” to find the template for 
this writing project. Click the Search Templates button.

   Click the Use this template button to make a master 
copy of this project template in your own account. The 
project submission template will open.

   Rename the document to something that you’ll easily 
remember. This is your master copy that you will use to 
generate copies for each of your students.

Example name:                                                                                       
Period X: LASTNAME, FIRSTNAME: Letters Project 

Step 2: Examine the project submission template

   Your students will write their persuasive pieces in 
copies of the project submission template based on your 
master copy. Once their pieces are complete, you will submit 
their pieces to the Letters to the Next President website. In 
the project submission template, notice the labels with four 
white spaces. Important: Do not alter or delete the blue 
tables.

2:  Before the Project - Setting Up Documents for Each Student
Prerequisites
• You must have a Google Account
• Your students must each have a Google Account
• You must be able to use your Google Account to sign in to Google Docs
• You should have a class roster with the names and Google Accounts (email addresses) of each of your students 

Overview
Before introducing your students to the writing portion of this project, you will need to create a document in Google Docs 
for each of your students. The NWP and Google have provided a document template specifically formatted for the project. 
It’s important that students write and publish their letters using this project template rather than a blank Google Docs 
document. The following instructions walk you through the steps to create a document for each of your students using the 
project submission template. While this method will take more time ahead of the project than if students were to customize 
their own project templates, there is far less of a chance that a student will make a mistake getting started.

Do you have tech savvy students? To save time, you may consider asking your students to create documents for themselves. 
Each student can make a copy of the project submission template in her or his own account (Step 1) and add you as a 
collaborator by following the directions for Step 3 d.

Step 1: Make a master copy of the project submission template in your Google Docs account
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Your students will be required to complete the white areas in these tables, providing information about their persuasive piece. 
This information will be used to display and search for the piece on the Letters to the Next President website. The elements of 
this table (title or headline, keywords, summary lead, writer’s name) can be a great post-writing activity for students.

   Body of the Persuasive Piece. Your students will compose their pieces in the white space below the blue tables. 
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Step 3: Create a student copy from your master 
copy for each student

   From the master copy you created in Step 1, use 
the command File>Save as a new copy. This will make 
a student copy of the master copy. The student copy will 
automatically be placed in your account and will leave the 
master copy undisturbed. Notice that the title of this new 
student copy is “Copy of…”

   Rename the student copy using File>Rename 
(Shortcut: click on the document name directly to edit it). You 
do not need to fill out the table right now. You can instruct 
your students to complete the table after they’ve written 
their persuasive piece.

   You can use any document name, but here is a 
recommendation for titles that will keep your students’ 
documents organized in your account: [Period]: [Student Last 
Name], [Student First Name]: Letters Project.

Example name: 

Period 2: BAKER, LISA: Letters Project

   To share the document with the student author, click 
Share > Share with others.

   In the text field under “Invite people” enter the 
email address of the student author.  Then, click Invite 
Collaborators. Sending an email to notify the student is 
optional. Even if you don’t email the student author about 
this document, the student will have access to this copy in his 
or her Docs List.

   Click the Save and Close button to save this 
document. (Note: You can always get to this document or 
your master copy through your Docs List.)

   Repeat Steps a-f for each of your students. In your 
Docs List, you should see all of the student documents you’ve 
just created.
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Additional Tips to Keep Organized

Tip 1: Create folders to organize these documents

To organize these documents, create folders for each of 
your classes that are working on the project. To create 
folders, from your Docs List, click New > Folder. Name your 
folder and (optionally) give it a color and description.  Upon 
refreshing, new folders will appear in alphabetical order in 
the left-most column of your Docs List.

To add items to a folder, check the box to the left of the 
document in your Docs List, and select the folder you’d like 
from the Move to drop-down menu, at the top of the Docs 
list.

Another way to use folders is to create status folders: “work 
in progress” and “final”. As students move from one status to 
another, you can click the checkbox next to a document and 
use the Move To button to move a document into a specific 
folder. Documents can exist in multiple folders at the same 
time.

Tip 2: Tracking when students work on their documents 
based on edit times

Each document will be listed in your Docs List in 
chronological order based on the last edit time. As students 
work on their persuasive pieces, you’ll be able to see which 
students have made recent changes and which ones have 
not yet worked on their documents. 

Questions? Email letters2president@nwp.org
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Here’s what you just accomplished:

1. You’ve created a master copy using the project submission template provided by Google and the NWP.

2. You’ve explored the template that your students will be using to write their persuasive pieces.

3. Based on your master copy, you’ve created a student copy for each of your students. You are an owner of all these student 
copies and should see all of them, including the master copy, in your Docs List. 
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