
A
pplication Checklist

Increase your chances of earning a scholarship by applying. Investing tim
e now

 w
ill increase the 

likelihood that you w
ill receive scholarships this year and in the future. 

G
eneral Inform

ation
c

	
You m

ay apply for m
ultiple scholarships but can only be aw

arded one. If you are in the top ranking 
	

position for m
ore than one scholarship, you w

ill receive the scholarship w
ith the higher dollar 

	
aw

ard.
c

	
To receive a scholarship, you m

ust be in good academ
ic standing.

c
	

You m
ust m

eet all of the criteria stated in the scholarship profile in order to apply.
c

	
You m

ust subm
it at least one w

ritten letter of recom
m

endation or as specified in the criteria.
c

	
You m

ust subm
it a separate application form

 for each scholarship and provide all requested 
	

inform
ation w

ith each application.
c

	
You m

ay reapply each year for scholarships even if you w
ere a previous recipient.

c
	

The term
 “credits” refers to those earned by the end of spring sem

ester in the current academ
ic

	
year or as stated in the criteria.

c
	

If you are aw
arded a scholarship, you m

ust sign an acceptance letter agreeing to the term
s of the

	
scholarship and w

rite a thank you letter to the donor before funds w
ill be released, and you w

ill
	

be expected to attend the scholarship aw
ards banquet or to send a representative on your behalf.

.G
etting Started

c
	For best results, allow

 yourself at least 3-4 w
eeks to gather m

aterials and w
rite your 

	
letter(s) of application/personal letter.

c
	Apply for every scholarship for w

hich you m
eet all of the criteria. Scholarship com

m
ittees w

ill 
	

not consider candidates w
ho do not m

eet the criteria. 
c

	M
ake copies of the blank application m

aterials to use for drafts and practice.
c

	Com
plete all required inform

ation, and sign and date the application.

Letter(s) of Recom
m

endation
c

	At least three w
eeks before the due date, request letter(s) of recom

m
endation from

 faculty,
	

em
ployers, and/or personal references (as indicated in the criteria) w

ho know
 you w

ell and can
	

specifically address your strengths. 
c

	M
eet w

ith letter w
riters in person, and review

 the requirem
ents w

ith them
.

c
	N

otify your letter w
riters of scholarship deadlines, and offer them

 addressed and stam
ped 

	
envelopes for the letters they’ll w

rite. Supply them
 w

ith everything they’ll need to w
rite strong 

	
letters w

ith specific details. If possible, give each letter w
riter:

	
c

	
a draft of your letter of application/personal letter,

	
c

	
your résum

é or curriculum
 vita, if it’s relevant,

	
c

	
an unofficial copy of your transcript (a photocopy is fine),

	
c

	
coursew

ork or papers that reflect your best student w
ork,

	
c

	
descriptions of your co-curricular or com

m
unity-based activities, and

	
c

	
other m

aterials that w
ill help him

/her w
rite an outstanding letter.

c
	Subm

it the num
ber of letters, but no m

ore, than the guidelines state.

Letter of A
pplication/Personal Letter

NOTE: This is a critical step. Take your tim
e, and do it w

ell.
c

	Address all criteria overtly; headings m
ay help you organize.

c
	Choose language that reflects overlap betw

een your interests and values w
ith those of 

	
the scholarship’s sponsor.

c
	Use key w

ords from
 printed m

aterials in your letter, and em
phasize qualities that the com

m
ittee

	
m

ay be looking for.
c

	List aw
ards and activities beginning w

ith the m
ost recent.

c
	Use specific details and precise language.

c
	To stand out, show

 your personality--w
ithout using the w

ord “I” excessively. 
c

	Engage your audience w
ith personal exam

ples that help the audience connect w
ith you, 

	
especially in the first and final paragraphs.

c
	Clearly state your goals.

c
	Answ

er all questions.
c

	Discuss m
ore than your m

ajor and/or career goals. 
c

	If the criteria list a length, stay close to it w
ithout exceeding it. 

c
	Show

 drafts of your statem
ent to people for feedback.

c
	Revise, edit, and proofread until the letter reflects your best effort—

no typos.
c

	Use a standard font, such as 12 point Tim
es Rom

an, w
ith 1” m

argins.

U
nofficial Transcript (if required)
NOTE: A DARS report is not a transcript. 
c

	If the scholarship(s) for w
hich you are applying have a GPA requirem

ent, program
 requirem

ent,
	

or state that you subm
it a transcript, com

plete this section.
c

	Go to century.edu.
c

	Click on “Register for Classes.”
c

	Check the “Display N
am

e” box. (Failure to check this box w
ill result in your application being

	
disqualified.)

c
	Enter your Century Student ID (not your SSN

) and your PIN
.

c
	Click “Login.”

c
	Click on ”Grades and Transcripts” from

 the m
enu on the left.

c
	Select “Academ

ic Record” from
 the m

enu on the left.
c

	Sort chronologically.
c

	Click on “Get Academ
ic Record.”

c
	M

ake sure your nam
e and ID are on the transcript.

Subm
ission

c
	See the “Scholarship Checklist” on the reverse of this page for specifics to m

ake sure you’ve
	

included all necessary m
aterial. 

c
	M

ake a copy of your application m
aterials for your ow

n records.
c

	M
ail or deliver your application before the published deadline.

A
fterw

ard
c

	W
rite thank you notes to each of your letter w

riters.
c

	To save tim
e in the future, create a scholarship file w

ith copies of your application m
aterials

	
and letters of recom

m
endation that people have given you.

c
	Relax and enjoy your accom

plishm
ent.


