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Take the time 

necessary to look for 

opportunities.  Pace 

yourself and decide 

how much time you 

want to spend each 

week to searching.  Get 

started today!  There 

are scholarships 

available for K-12 grade 

students. 
 
 
 
 
 
 
 

 
 
 
 

Students don’t have to 

have perfect grades to 

qualify for scholarships.  

Most opportunities for 

scholarships are for 

students who are involved 

in the community.  Join 

clubs and community 

groups, get together with 

your friends to do 

projects.   Find a way to 

donate your time, and do it 

with zeal.   

Your computer will 

become your best friend 

as you use it to find 

nearly all scholarship 

opportunities. 

 

 

 

 

 

www.CopperHillsHigh.org 

is a great place to begin.   
Click Counseling, College. 

Search sites that will email 

scholarships to you. Open the 

Excel spreadsheet for 

hundreds of opportunities. 

 

Essays are a huge 

requirement for 

scholarships!  Put some 

thought into what you 

write. Think about what 

the readers will want to 

read as you highlight 

your experiences and 

opinions.  Have someone 

proof-read your essay!  

Don’t submit inferior 

work.  
 
 
 
 
 

 

 

 

 

 

 

Letters of 

Recommendation are 

a must.  Nearly all 

scholarship applications 

ask for two.  Build a 

relationship with an adult 

(no relatives) in your life 

who has personal 

experience with you.  Ask 

them to write you a letter 

to use and save copies for 

future applications. 

 
 
 
 
 
 
 

Take the ACT and/or 

the SAT test at least 

twice by the end of your 

junior year.  Your score 

can qualify you for 

scholarships as well as 

show the college which 

math and English class 

you can register to 

attend.  Each junior will 

receive a free ACT test in 

March and 10th graders will 

take a free PLAN (practice 

ACT) test in October. 



Admissions Index 

An admissions index gives a general idea of your likelihood of being admitted, as well as scholarship 

eligibility.  The requirements vary by institution and are subject to change.  Contact an admissions 

counselor for details. 

An admission index number is where the GPA and test scores intersect. 

(i.e. The index for a 3.0 GPA and 20 ACT would be 95) 

SAT score is based on Critical Reading & Math sections and NOT the Writing section. Total score will 

be based out of 1600. 

 
 
 
 
 
 
 
 
 
 
 



Understanding Scholarships 
 
A scholarship is cash awarded for college that does not need to be repaid. There are two 
categories of scholarships, General and Merit-based.   
 

General or Private scholarships can be used at any college or university and can be combined with 

scholarships received from a college or university. 
 

These scholarships come in a wide variety of types, academic, leadership, service, talent, and essay.  Some are 
very specific as to career choice, minority students, and financial need.  The key is to take the time to apply for 
ALL the scholarships you are eligible for.   
  
Some of these scholarships are easy and some take little effort, while those that require more work generally have 
a higher pay-out.  Spend some time doing research to find the right one for you.  Using a search engine, like 
Google or Bing, will help you find many.  You will need to apply online for many of these.  Check out the 
Scholarship Search Sites on the list of websites in this booklet; you will be able to fill out a personal profile which 
will direct you to specific scholarships that fit you. 
 

Know the deadlines AND be aware of words like “Received By or Post-marked By!!!” 
 

 
Backyard Scholarships 
Competition is less for local scholarships, and many times scholarships are awarded to students with fewer 
credentials than you, simply because they were the only one to apply, so don’t be timid in researching for one 
nearby, such as: 

 Your Employer 
 Parents’ Employer 
 West Jordan City 
 Local businesses  
 Local Community Organizations 
 Student Clubs 
 Utah Colleges 
 Parents’ or Grandparents’ Military Service (You do not need to join the military to receive award) 

 Parents’ High School (i.e. Children of South High Alumni can receive ½ tuition to SLCC)  

 Parents’ Union 
 Interest Clubs (performing arts, city orchestras, equestrians associations, etc.) 

 Church or Religious Organizations 
 Deseret News or Salt Lake Tribune   

 
 
Renewable Scholarships 
Many awards are renewable. This means that if you maintain the standards for the award, you will be able to 
receive the same amount for multiple years. Make sure you understand what you need to do to renew your 
funding. This may require submitting transcripts or re-applying each year. 
 

 



Merit-based scholarships can be used only at the awarding college or university.  They are also 

known as Academic Scholarships and are received as a tuition waiver. Often the admission applications 
serve as the scholarship application while some require a separate application.  Be aware of this when 
applying for admissions. If you have great grades and high ACT/SAT test scores you will probably be 
eligible to receive a scholarship. Priority deadlines are in December, and scholarship deadlines begin in 
February. Based on the information on your transcript the school will determine if you qualify, they will 
notify you of awards. 

 
 Know the deadline dates!!!!  Once it passes, it’s too late. 
 
 Apply, Apply, Apply!  The biggest pay out of scholarship money will come directly from the college. 
 
 Some college admissions and scholarship applications are on one form, while others have a separate 

application for scholarships.   
 
 Academic, Leadership, Diversity, Financial Need scholarships:  Apply for any and all you are qualified for. 
 
 Departmental (engineering, business, science, etc.) scholarships:  Contact the college department for 

application and deadline date.  These will require a separate application and possibly a portfolio.   
 
 Talent (dance, art, drill, music, etc.) scholarships:  Since try-outs and/or a portfolio will be required, 

contact the college early for all necessary requirements, application form, and deadline date. 
 
 Athletic scholarships:  You must be in the NCAA Clearinghouse.  Be ready to market yourself; do not 

rely solely on your coach to promote you.  Apply for admissions to the college; this shows the coach you 
are really interested in the school.  Locate the coach’s name and mailing address and write a letter stating 
your interest in their program, your academic and athletic goals, and your achievements.  Include 
statistics, records, honors, clippings, and videotape.    

 
 Scholarships awarded from colleges usually require the recipient to maintain a certain GPA or credits 

enrolled. Be aware of this in order to continue receiving funds. 
 

 Many schools provide scholarships from private donors. Contact the college for opportunities.  
 
If you know what college you want to attend, don’t hesitate in calling the school directly.  The Admissions Office 
and the Scholarship Office will be happy to help answer your questions.  Some schools are willing to award 
scholarships on the spot if you have an excellent transcript. 
 

 
 
 
 
 
 



Scholastic Scholarships 

Utah State Board of Regents’ Scholarship encourages Utah high school students to prepare for college 
academically by taking a rigorous course of study. Students have the opportunity to earn one or more of the 
following: 

 A scholarship for up to $1000* to students who complete a prescribed course of study (based on the Utah 
Scholars program) with a cumulative GPA of 3.0 or better.  
   

 An Exemplary Academic Achievement Award worth $1250* per semester for two years, until the 
completion of an associates or bachelors degree, whichever is shorter. Students must complete a 
prescribed course of study (based on the Utah Scholars program) with a cumulative GPA of 3.5 or better 
and a 26 or higher ACT score. 
   

 A supplemental award for up to $100 per year. The award will be a dollar-for-dollar match of the 
contributions made to the students Utah Educational Savings Plan account made between the students 
14th and 17th birthday (not to exceed a cumulative award of $400).  

The Regents’ Scholarship may be used at any public college or university in the Utah System of Higher Education 
(USHE), as well as at Brigham Young University, LDS Business College, Westminster College, and Western 
Governors University. Website www.utahsbr.edu/scholarships 

* Exact dollar amount may vary depending on yearly funding.  Check the website (www.regentsscholarship.org) 
for up-to-date specifics. 

National Merit Scholarship Program awards many scholarships each year. Students compete on the basis of 
test scores, academic achievements and school recommendations. Taking the Preliminary Scholastic 
Assessment Test/National Merit Scholarship Qualifying Test (PSAT/NMSQT) is required to apply for the 
scholarships through this program.  

New Century Scholarship provides opportunities to Utah high school students who complete the requirements of 
an associate degree at a state institution of higher education by the end of the senior year an award to cover up to 
70% tuition for a Utah college.  www.newcenturyscholarship.org. 

Centennial Scholarship for Early Graduation is a partial tuition program. To be eligible for the scholarship, 
students must graduate early from a Utah high school and must enroll in an eligible postsecondary institution 
within one year of graduation.  http://schools.utah.gov/CURR/earlycollege/Scholarships/Centennial.aspx 

Ethnic Minority Scholarship Opportunities There are many financial assistance programs and resources 

benefiting certain ethnic population.  

 
 
 
 

http://www.utahsbr.edu/acad01i.html
http://www.utahscholars.org/
http://www.utahscholars.org/
http://www.utahscholars.org/
http://www.uesp.org/
http://www.regentsscholarship.org/
http://www.nationalmerit.org/nmsp.php
http://www.utahmentor.org/finaid/steps/new_century.asp
http://www.schools.utah.gov/curr/Early_College/Centennial.htm
http://www.utahmentor.org/finaid/ethnic_minorities.asp


Sports Scholarships 
  
1. Register for the NCAA at www.ncaaclearinghouse.org. (There is a fee of $75 to register; a fee 
waiver is available for qualifying students) Check the course requirements* to make sure you 
qualify for the Clearinghouse. Copper Hills is a Division I school. 
 (You will need to provide them with your ACT/SAT score—Code 9999) 
 
2. Contact your coach or school Athletic Director to get information and to help give referrals to 
colleges. 
 
3. Contact the coaching departments from the college/universities you are interested in attending. 
Don’t be discouraged if the coach at your intended college does not contact you often. There is a 
law that prohibits excessive contact between coach and athlete.  

 Provide them with a DVD of your game highlights 
 Provide them with a statement of your Academic strengths 

 
4. November begins the early recruitment period for most colleges, call early. 
 
5. The best time to register is at the end of your junior year.  
  
 
Your coach is the best resource for answering questions and promoting you as an athlete. 
 
 
 
 
 
*Information regarding approved core courses for eligibility is available online at 
www.eligibilitycenter.org under the Resource tab. 
 

 
 

 
 
 
 
 
 

http://www.ncaaclearinghouse.org/
http://www.eligibilitycenter.org/


Writing the Essay 
 
The essay is the most important aspect of the scholarship application.  Don’t assume that you can stay up late 
writing a winning paper the day before the deadline.  Spend some quality time and effort in research and wording, 
it could make all the difference in earning the cash for your college.  
 
“Why do I deserve to win?” When considering how to approach the topic for your essay keep in mind that the 
ultimate question you are being asked is, “Why do you deserve to receive our money?” 
 
Do your research.  Keep your focus on the required topic, but make sure to show who you are and how you fit into 
the future of education.  
 
Don’t be afraid to brag. They are interested in what you think, what you have done for the community, and how 
you plan to use their money to better the world. 
 

 
How to Write a Winning Essay 
 

1. Find the Right Topic and Approach 
If you are asked to write on any topic, here are some to consider: 

 What was a significant event in my life? 
 What teacher, relative of friend has influenced who I am? 
 What have I learned from my experiences? 
 What are my goals for the future? 
 Where will I be ten years from now? 
 What motivates me to achieve my goals? 

  
Be creative and let the ideas flow. Ask your parents, teacher and friends for advice. Be mindful of the 
organization. Choose a topic related to the focus of that group, your essay should appeal to the specific reader. 
 
Choose something that is important to you, one that interests you. If you are excited about the topic, most likely it 
will come across through your words, and you will be more motivated to spend the time to make it memorable. 
 
Understand why the individual, company, or organization is offering the scholarship. Find some way to work this 
into your essay. (See paragraph under Tips and Strategy for Success ) 
 
Consider these questions as you begin: 

 What does this topic reveal about me? 
 How has my life been changed by this experience? 
 Why did I do what I did? 
 What is the lesson that I learned from this experience? 
 What aspect of this topic is most important to making my point? 
 
 
2. Choose a Moment in Time to Write about 

Writing about broad topics can leave the reader with a feel that you are an average student, but if you can pinpoint 
a moment in time to focus on, such as one day during a trip or one inning during a baseball game, your paper will 
be more original and will receive more attention. 



 
3. Start Writing 

 Write for the scholarship judges (understand why they are offering money) 
 Be yourself 
 Personalize your essay 
 Make sure you have a point 
 Support your statement 
 Use examples and illustrations 
 Show activity (track involvement in all activities 9-12 grades) 
 Highlight your growth 
 Be positive 
 Be concise 

 
4. Memorable Introductions and Conclusions 

 Introductions     Conclusions 
 Create action or movement   Be thoughtful 
 Pose a question     Leave a parting thought 
 Describe     Don’t be quick to end 
 

5. Edit 
Read your essay aloud to work out the kinks, then send it to your parents or a teacher for review.  You will 
want to make sure your ideas and images are clear, that the piece makes sense, and that all spelling and 
grammatical errors are corrected. 
 
6. Recycle 
Save your essays for college admissions essays, classes, or other scholarships. You may be able to change 
small portions of your work to make it usable in other areas.  Be cautious of reusing an essay when the theme 
does not fit with the other topic. 
 
When writing your essay DON”T: 

 Write a sob story 
 Ignore the requirements for topic guidelines 
 Stress over particulars 
 Try to be someone you are not 
 Try to impress with words you don’t understand 
 Overuse clichés and quotes 
 Stray too far from the topic 
 Repeat stats from your application (they will see what your GPA is) 
 Think you won’t need outside help 

 
 
 
 

 
 
 



Tips and Strategy for Success 
 
►High test scores and good grades are not necessary in obtaining money from scholarships, preparation and 
perseverance are.  The key to success lies in research.  There are many books available from the bookstore or 
library that are filled with pages of current scholarships. If you know what you want to do for your future career, or 
have a talent in a particular area, these books will guide you to scholarships that may fit your needs.   
 
►Is it worth my time to earn $500? Shouldn’t I focus on the big awards?  Consider how much time you will spend 
working at your minimum wage job after school and how much time it takes to write a winning essay that can be 
reused with some minor adjustments, and you will see how beneficial several $500 prizes will be.  Don’t be 
discouraged by small amounts, they can add up to big bucks. 
 
►Beware of scams! You do not need to respond to unsolicited offers.  There is no need to partner with an 
organization that will ‘help’ you win scholarships. You should not have to pay a fee in order to you win. 
 
►Learn the purpose of the scholarship. The old adage, “Nothing is free” is still true, even with scholarships.  
Nobody gives away money for nothing, so find out why they are willing to pay you.  The reason may be to reward 
you for your service to the community or for academic excellence. If the GPA requirement is low, they may want to 
recognize your extra-curricular activities.  In the case of essay writing, they may desire to reward you for the 
experiences you have had, the problems you have overcome or the future you plan to meet with great zeal.  Once 
you have learned the reason behind the scholarship you will be able to determine how it will may or may not fit 
you personally.  
 
►List your accomplishments. Take the time to remember everything you have done that will fit each category. 
Consider school, church and community. If you have held a leadership position in a church organization, make 
sure to word the title and responsibilities so that others outside your faith will understand you. Many of your 
everyday activities may be over-looked, this is your time to brag, document everything. Some activities may be 
categorized in multiple areas. For example: if you are a Boy Scout, and you earned your Eagle you can list your 
accomplishments in several ways. Awards: Eagle; Leadership: Eagle Project, then detail what you did and how 
you accomplished it, as well as the leadership position you held in each of the ranks; Service: Eagle Project, detail 
the hours, the organization you helped, and any service you performed during your scouting experience.  
If you don’t have much to write about, start building your accomplishments today! 
 
►Write a personal resume. Document all your employment, service & volunteer work, leadership, and extra-
curricular activities. Don’t be afraid to let the reader know what a great person you are and how much time you 
have spent improving your environment. It will also give you an opportunity to reflect on your successes and help 
you fine tune what you have accomplished and where you can improve. Don’t underestimate the power of a well-
written resume. Some scholarships may require you to submit one; and it will be necessary to maintain a resume 
for your future. 
 
►Read the fine print. Make sure you have all the details for each scholarship before you start. Deadlines, format, 
eligibility, residency, and other requirements may disqualify you if you aren’t aware of guidelines. Be aware of 
stipulations to maintain a minimum GPA or course load.   
 
►Make copies of everything you send. 
 



►Make sure you understand how you will receive the cash. Will they send you a personal check, to be spent at 
your discretion, or will it be sent to the school for tuition? 
 
►Contact the award administrator or the IRS for guidelines on reporting your winnings. 
 
►Send the awarding organization a Thank You note and keep them informed of your progress at the end of the 
year.   
 
►If your application process for a scholarship requires an interview, do your homework on the organization, the 
people you will be speaking with, and the purpose of the scholarship. Dress the part. Your clothing will affect the 
image you wish to portray. Be mindful of body language, posture, language, and eye contact. Smile and act 
enthused. Practice answering questions like why do you want to enter that particular field? What are your plans 
after graduation? Why do you think you should win this scholarship? Tell me about when you’ve been a leader. 
What are your strengths and weaknesses? Where do you see yourself in ten years? Tell me about yourself, etc. 
Think of questions to ask your interviewer. 
 
►Start slow. Don’t get overwhelmed before you begin. The search can be long, but will be rewarding if you take 
the time to find the scholarships that fit you.  
 
►Transcripts are available for free in the registrars’ office. To request yours, fill out a form and place it in the 
designated basket.    
 
►You need to understand that receiving funds from a scholarship may affect your eligibility for financial aid. Any 
money you earn lowers your need figure on a dollar-for-dollar basis. What should matter to you is which types of 
your aid are reduced or eliminated—self-help aid (loans or work-study) or need-based grants. Colleges, following 
federal regulations, can adjust your aid package in a variety of ways—some will subtract the value of unmet need 
first, others will reduce self-help aid before reducing grants, still others will use scholarship funds only to replace 
grant money. Some schools even give you the option of using scholarships to reduce your expected family 
contribution. 
 
►It's a good idea to contact the financial aid office of schools that interest you and inquire about their policies 
regarding outside scholarships.  
 

 
 
 
 

 
 
 
 
 
 

 



 

Beware of Scams 
 

 "The scholarship is guaranteed or your money back." 
No one can guarantee that they'll get you a grant or a scholarship. Refund guarantees 
often have conditions or strings attached. Get refund policies in writing—before you pay.  

 "You can't get this information anywhere else." 
There are many free lists of scholarships available. Start researching scholarships at the 
high school or library before you decide to pay someone to do the work for you.  

 "I just need your credit card or bank account number to hold this scholarship." 
Never give out credit card or bank account number on the phone without getting 
information in writing first. It may be the set-up for an unauthorized withdrawal from your 
account.  

 "We'll do all the work." 
Don't be fooled. There's no way around it. You must apply for scholarships or grants 
yourself.  

 "The scholarship will cost money." 
Don't pay anyone who claims to be "holding" a scholarship or grant for you. Free money 
shouldn't cost a thing.  

 "You've been selected by a national foundation" to receive a scholarship or "You're 
a finalist" in a contest you never entered. 
Before you send money to apply for a scholarship, check it out. Make sure the foundation 
or program is legitimate. 

If you suspect a scam, bring a copy of all literature and correspondence to a financial aid 
administrator at a local college for advice. You can also contact the Better Business Bureau, your 
State Bureau of Consumer Protection, your State Attorney General's Office, or report the offer to 
the National Fraud Information Center. 

 
 
 
 
 
 
 
 



 

 
 
General College Info 
collegeanswer.com 
anycollege.com 
utahmentor.com 
collegegold.com 
discovercolleges.com 
collegeboard.com 
gocollege.com 
collegeprowler.com 
going2college.org 
uheaa.org 
usnews.com 
college-scholarships.com  
petersons.com 
admissions.com 

 
Financial Aid 
fafsa.ed.gov 
studentloanlistings.com 
studentloans.com 
walmartfoundation.org 
finaid.org 
fedmoney.org 
nextstudent.com 
ulcu.com/consumer/scholars  
hip/main.asp 
easyaid.com/scholarships.htm
l 
General Service Links 
all-ink.com 
scholarships.com 
studentawards.com 
fastweb.com 
scholarshipsite.com 
unclaimedscholarships.us/?p 
=535 
scholarshiphunter.com 
scholar-box.com 
collegeprowler.com 

 

 
 
Private Scholarship Sites 
cocacolascholars.org 
horiatioalger.org   
danielsfund.org  
cksf.org 
legion.org 
Schering-ploughwilltowin.com 
youthlinc.org 
vfw.org 
target.com 
scholastic.com/artandwriting 
aynrand.org/contests 
firstfreedom.org 
artsawards.org 
acluutah.org 
mentalfloss.com 
thehumanist.org 
glennmiller.org 
highschoolpoetry.com 
www.zionsbank.com//scholarship.jsp 
nfaa.org 
axa-achievement.com 
legion-aux.org 
afsascholarship.org 
ncld.org 
alvincoxmemorial.com 
wellsfargo.com/student/plann
ing/scholarships/ 
jfklibrary.org 
allamericanscholar.com/schol
arships.asp 
prudential.com/spirit  
      “access keyword: 
(SPIRIT)” 
writersofthefuture.com 
youngARTS.org 
seventeen.com 
holocaust.hklaw.com 

schools.utah.gov/curr/Early
_College/Byrd.htm 

 
 
Multi-Cultural Scholarships 
BlackExel.org 
chci.org 
hsf.net 
naacp.org 
scholarshipsforhispanics.org 
uncf.org 
scholarships.fatomei.com/min
orities.html 
gmsp.org  
 

Sports Scholarships 
ncaa.org 
usta.com 
collegesportsscholarships.co
m 
athleticaid.com 
athleticscholarships.net 
womenssportsfoundation.org 
collegescholarships.org/athlet
ic.htm 
soccer-scholarships.com 

 

Tips: 
♦Check with parent/your 
employer for scholarships 
offered. 
♦Interested in joining the 
Military? See their website for 
information. 
♦Have you decided on a 
college/university? See their 
site for scholarships. 
♦Become your computer’s 
best friend!  Most of the 
search and application 
process is done online. 
 

   

 

Websites 

http://www.acluutah.org/
http://www.zionsbank.com/scholarship.jsp


Volunteer Opportunities 
 

 2-1-1 Information & Referral/Volunteer Center   211 or 801-978-3333 www.211UT.org 
 Utah Food Bank      801-978-2452 
 Road Home (Homeless Shelter)    801-359-4142 
 Crossroads Urban Center    801-364-7765 
 American Red Cross     801-323-7000 
 Habitat for Humanity     801-263-0136 
 Tracy Aviary      801-322-2473 

 West Jordan Animal Shelter    801-282-3951   
 Hogle Zoo      801-582-1631 
 Wheeler Historic Farm     801-264-2541 
 Hawk Watch International    801-484-6516 
 The Living Planet Aquarium    801-495-4448 ext. 212 
 
 SPLORE (outdoor activities for the disabled)  801-484-4128 
 Kostopulos Dream Foundation    801-585-0700 
 
 Ronald McDonald House    801-530-0385 
 Primary Children’s Medical Center   801-662-1000 
 Make-A-Wish Foundation    801-262-9474 
 Shriner’s Hospital for Children    801-536-3621 
 
 Great Salt Lake Park     801-250-1898 
 Jordan River Trail way     801-972-7800 
 Tree Utah      801-364-2122 
 Wasatch Community Gardens    801-359-2658 
 
 This is the Place Heritage Park    801-582-1847 
 West Jordan Museum      801-568-0938 
 Utah Children’s Museum     801-456-KIDS 
 
 LDS Humanitarian Center    801-240-5954 
 Catholic Community Services    801-363-7710 
 
  Libraries      801-943-4636 
  Boys and Girls Clubs     801-284-4253 

 
 
Contact other Resources:   
Scouting  Museums  Newspaper Offices  Nursing Homes 
Hospitals  City Parks  Special Olympics  Elementary Schools 
National Parks  Child Care Centers  Local Sports Leagues  State Parks & Recreation 

 
*Contact information may not be current.  If the number listed is invalid, we apologize. 

 
 



Letter of Recommendation Form 
 

 

 

 

 

 

 

 

 

Student Name: _____________________________________________________   

Recommender’s Name: ______________________________________________ 

Date Needed: ______________   

To whom will the letter be sent? _______________________________________ 
(e.g. Organization, school, or Individual. If you wish to have a generic letter, “To Whom it May Concern”) 

 

 

Your college and career goals: 

 

 

List ALL activities, clubs, sports, awards, student government, etc: (Be specific, detailing offices you held and 

extent of involvement during the 9th-12th grades.)  

 

 

Describe volunteer/service work you have done in school, church, or in the community: (Explain how it 

impacted you in some way, and how your contributions made a difference.) 

 

 

List Scholastic/Academic accomplishments: (Awards, GPA, AP or Honors courses you have taken.) 

 

 

Work experience: (Include recognitions, awards, etc.) 

 

 

Write a paragraph about yourself to give insight to your recommender. (You may want to include what 

motivates you, anything special or unique about you, particular skills you have, and interests outside of academics. 

Remember that most mentors know only one side of who you are; you want them to write a recommendation about the 

whole you, so the more you tell them, the more they can brag about you. Be honest, but don’t hold back any achievement or 

accomplishment.) 

 

 
 

 

 

 

 

 

To the student: You should not be related to a recommender, but should know them and have had some interaction with them. 

In order to receive an effective letter of recommendation, please respond to as many of the questions/statements as completely 

as possible. List details, if applicable, and avoid generalities. It is advisable to add as much information as you possibly can. 

You can give them this form, or rewrite the information on a separate sheet of paper. The recommender should be given at 

least one week to complete the letter. If possible, provide a stamped and addressed envelope for the recommender. Don’t 

forget to thank the recommender. It is best to have at least two (2) letters of recommendation on hand for scholarships. Make 

copies for your file. 



Letters of Recommendation 
 

Surprisingly enough, one of them most important parts of your college or scholarship application isn’t written by you.  

Follow these tips to get great letters of recommendation. 

 

TIMING IS EVERYTHING 

 Start early.  Give your recommenders enough time to write thoughtful and articulate letters. Give at least three 

weeks advance notice.  

WHO TO ASK 

 Choose adults who know you well.  Teachers are great for providing insight into your academic achievements.  

Don’t pick a teacher just because you got an A in his or her class. It’s important that the teacher, counselor, or 

principal knows you personally. 

 Consider people who can write about your talents and abilities: employers, coaches, clergy, and community 

leaders.  You should not ask family members. 

 If your recommender seems hesitant or too busy, ask someone else.   

 Pick someone who can address the award’s special criteria or particular interests.   

 Pay attention to the application or organization’s requirements.  Some ask for specific teachers or leaders to submit 

letters.  For example, an application for a math or science scholarship may require a recommendation letter from a 

math and/or science teacher. 

WHAT THEY NEED 

 Your correct contact information, your full name as it appears on the application, address, email, and phone 

number. 

 Two copies of any forms they need to fill out, one for a rough draft and one for a final draft. 

 Detailed instructions on how the letter should be handled, along with the correct name and address of the college 

or university or scholarship sponsoring organization. If you are asking for letters for more than one application, be 

sure to provide each organization’s information. 

 For generic letters it is okay to have them addressed, “To Whom it May Concern”. 

 Information about your achievements such as your transcripts, a list of extracurricular activities, volunteer service 

records, and any special awards or recognition you have received from 9-12 grades.  Detail as much as possible to 

provide enough information for your recommender to personalize your letter. 

 Include stamped and addressed envelopes.  They can then mail them straight to the school or organization 

receiving the letter, or mail them directly to you.  If you choose to pick it up from them, give your recommender 

the details on how you plan to arrange pick up. 

BE APPRECIATIVE 

 Your recommenders are doing you a favor.  Show them you appreciate their time and efforts by being polite. 

 Be considerate of their time.  Give them plenty of time to write the letter and let them know about the deadline 

in advance.  If you think your recommender might have forgotten about your letter, prompt their memory by 

asking if they need more information. 

 Once your letter is submitted, follow up by sending your recommender a thank-you note. 

WORD OF CAUTION 

 Letters of recommendation from a person who does not have personal knowledge of you will have no impact.  

A good rule of thumb is to submit letters written only by those who have observed your performance in some 

area. 

 Obtaining two or three letters of recommendation is helpful. 

 Do not send more letters than the number requested and do not send a letter of recommendation unless it is 

requested by the college or scholarship organization. 

 

 

 



Notify the Scholarship Desk of ALL Offers 

 
After you have received an offer for a scholarship, even if you do not plan to use the 
money, please fill out the form below.  

 

Additional forms are available at the Scholarship Desk.  Please make sure to 

report any scholarships you may receive after you turn this form in. 

 

You are encouraged you to notify the Scholarship Desk of all scholarships, 

including those earned through private organizations. 

 

Each year we report all scholarship offers to the school board and announce the 

final amount of scholarship money earned by students to local newspapers for 

additional recognition. 
 

 

 

--------------------------------------------------------------------------------------------------------------------- 

 

 

Scholarship Offers 
Please report ALL offers, whether or not you are accepting them. 

 

Name ____________________________________________  Grade ________ 

 
 NAME OF SCHOOL     SCHOLARSHIP NAME              AMOUNT 
 

__________________________ _____________________________  __________ 

 

__________________________ _____________________________              __________ 

 

__________________________ _____________________________  __________ 

 

__________________________ _____________________________              __________ 

 

__________________________ _____________________________  __________ 

 

__________________________ _____________________________              __________ 

 

__________________________ _____________________________  __________ 

 
 
 
 



Accomplishment Chart 
This form is to assist you in filling out applications.  Remember to include everything from 9-12 

grades.  Record everything you have done in school, community, or through a church 
organization.  Detail specifics and carefully document hours spent volunteering, etc. 

 

Awards Leadership Volunteer Extra-curricular 

    

    

    

    

    

    

    

    

    
    

    

    

    

    

    

    

    

    

    

    

    

    

    
    

    

    

    

    
 



My College & Scholarship Organizer 
 

Name & Address of School or 
Organization 
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