
This I Believe Essay Formatting Checklist 
 

Setting Up Your Document: 
 

1. Go to docs.google.com 
2. Click the plus sign labeled “blank” to open a new document 
3. Title the document “(FULL NAME) - (TRAVELING GROUP) - This I Believe Essay” 

 
 
Sharing Your Document: 

1. Click the “Share” button in the upper righthand corner:   
2. Type my email address amberly.simpson@jefferson.kyschools.us and hit send 
3. Have Ms. Simpson verify that she has received your shared document! 

 
Formatting Your Document: 
 

1. Set the font size to 12 
2. Set the font to Times New Roman 
3. Double space your document: 

a. Click on this button on the taskbar:   
b. Select “Double” 

 
Setting Up Your Heading and Title: 
 

1. On the first line of the document, type your first and last name 
2. Hit enter 
3. On the second line of the document, type “Ms. Simpson” 
4. Hit enter 
5. On the third line of the document, type “ELA - (TRAVELING GROUP)” 
6. Hit enter 
7. On the fourth line of the document, type “November 8, 2017” 
8. Hit enter 

9. Center your cursor by clicking the following button on your taskbar:   
10. Type your title, making sure the first word, last word, and all important words are 

capitalized. (TURN PAGE OVER TO SEE SAMPLE HEADING AND TITLE) 
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Typing Your Essay: 
 

1. From the title line, hit enter ONLY ONCE 

2. Hit the following button (left justify) on the taskbar:   
3. Hit the Tab key on your keyboard to indent your first paragraph 
4. Type your introductory paragraph… 

 
Additional Requirements Checklist: 
 

1. My essay is 5 paragraphs: 
a. Introduction 
b. 3 body paragraphs 
c. Conclusion 

2. Each paragraph begins with an indent (created using the Tab key on the keyboard) 
3. There are no additional spaces between your paragraphs (meaning you only hit Enter 

ONCE!) 
4. My essay includes at least one anecdote (personal story) that has a beginning, middle, 

and end, and has enough detail to identify who, what, when, where and why of a ONE 
TIME situation. 

5. My essay is a minimum of 500 words, but no more than 1000 words. 


