
 

 

TOOLS TO GUIDE YOUR COLLEGE SEARCH 
 

 

 

 

 

 

 

 

 

 

 

8001 Brecksville Road 
Brecksville, Ohio 44141 

Www.cvccworks.edu 

 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

Your College & Career Connection  





 

ACTIVITY TRACKER 

You will be involved in many activities during your high school years.  These experiences may be high 

school extracurricular or activities that you have participated in outside of school.  It will be helpful for you 

to keep track of these during your high school years.  It will be easiest if you do this each year.  If you wait 

until your senior year you are likely to forget activities you were involved in.   

This tracker will be helpful when you: 

 Complete college applications 

 Apply for scholarships 

 Supply information to people who are writing you letters of recommendation 

 Fill out job applications 

 Write a resume 

 

 

 

 

 

FRESHMAN YEAR (20_____-20_____) 

Activity/Event Dates 
Participated 

Hours 
involved  

Adult 
In charge 

    

    

    

    

    

    

 

 

 

SOPHOMORE YEAR (20_____-20_____) 

Activity/Event Dates 
Participated 

Hours 
involved  

Adult 
In charge 

    

    

    

    

    

    

 

JUNIOR YEAR (20_____-20_____) 

Activity/Event Dates 
Participated 

Hours 
involved  

Adult 
In charge 

    

    

    

    

    

    

 

SENIOR YEAR (20_____-20_____) 

Activity/Event Dates 
Participated 

Hours 
involved  

Adult 
In charge 

    

    

    

    

    

    

 

DON’T FORGET TO RECORD LEADERSHIP POSITIONS AND VOLUNTEER EXPERIENCES 



The College Match 

The process of determining which college is the “best fit” is a challenging one. There are so many options.  There are 

many websites that contain online matching systems based that match you to a college based on what you are 

looking for. Some examples are; www.petersons.com/college-search, www.fastweb.com, and 

https://bigfuture.collegeboard.org/college-search.  

However, before you begin the online process take some time to consider the things that are important to you. Are 

there any "must-haves" that you refuse to compromise on? 

Use this checklist to identify everything you are looking for in a school.  

Type of School 
What type of school best provides the education you are seeking? 

o Technical/trade school 
o 2-Year college 
o 4-Year college 

Do you care if you go to public (state) or private school? 
o Public (state) 
o Private 
o No Preference 

Would you be more comfortable at a school of a specific size? 
o Yes (number of students___________) 
o No 

 

Location 
What type of setting do you prefer? 

o Urban  
o Suburban  
o Rural 
o No preference 

Do you want to go to school in state or out of state? 
o In state 
o Out of state (State/s: ___________________) 
o No preference 

 
Do you care if the school is located close to home? 

o Yes (Number of hours:____________) 
o No 

 

Admissions Requirements 
Do any of the following admissions requirements matter to you? 
Percentage of applicants accepted:  

o Yes (Percentage:_______) 
o No 

Average class rank of applicants accepted: 
o Yes (Rank:_________) 
o No 

 

Average GPA of applicants accepted: 
o Yes (GPA:_______) 
o No 

 

http://www.petersons.com/college-search
http://www.fastweb.com/
https://bigfuture.collegeboard.org/college-search


Average SAT/ACT scores of applicants accepted 
o Yes (SAT Score:______ACT Score:________) 
o No 

 
Financial Obligations 
Will cost (tuition and fees) be a factor when you search for schools? 

o Yes (Maximum cost:_________________) 
o No 

Must the school offer any of the following types of aid? 
o Grants/scholarships (academic, athletic, or other) 
o In-state residency discounts 
o Work-study employment 
o Other:________________ 
o No 

 

Academic Programs 
Are you seeking a specific major that a school must offer? 

o Yes (Major:________________________) 
o No 

What type of learning method do you prefer? 
o Hands-on practical learning 
o Lecture-based 
o Research-based 
o Distance learning options 
o Other:______________________________ 
o No preference 

Would you learn better if classes were limited in size? 
o Yes (Preferred number of students: _____) 
o No 

Are you looking for any special academic programs? 
o Independent study 
o Study abroad programs (Country:__________________) 
o Honor societies 
o AP Credits 
o Other 
o No 

Athletic Programs and Extracurricular Activities 

Must the school offer Division I, II, or III sports? 
o Yes (Sport:___________________________) 
o No 

Must the school offer intramural sports? 
o Yes (Sport:_________________________) 
o No 

Is it important to you that the school have sororities and fraternities? 
o Yes 
o No 

Are there specific clubs or organizations that you want to participate in? 
o Yes (_________________________________) 
o No 

 



Housing 

Where do you plan to live? 
o Residence Hall 
o Off-Campus Housing 
o Home 

 

If living on campus, do you have any specific housing needs? 
o Co-ed Residence Halls 
o Single-sex Residence Halls 
o Housing for students with disabilities 
o Other (_____________________________) 
o No preferences 

 

Other 

What other "must-haves" will factor into your school search? 
Make up of the student body:  

o All male 
o All female 
o Co-ed 
o No preference 

Religious affiliation:  
o Yes (Religion__________________________) 

o No preference 

Ethnic/minority representation:  
o Yes (Specify:__________________________) 

o No preference 
 



Sample Questions to Ask the College Representative 

General 

1. What makes your institution unique?   
2. What would be the advantage of attending your institution over other institutions? 
3. What percentage of applicants are accepted? 
4. How many freshman usually return for the sophomore year? 
5. How much weight are ACT/SAT tests given in the selection process? 

Academics 

1. What is an average class size? 
2. Do professors teach or graduate assistants teach the classes? 
3. Can I complete my degree in four years? 
4. Is there an opportunities for co-ops or internships? 
5. If so, does the university placement office assist with these? 
6. Is there academic support available?  
7. Can I receive credit for AP classes?  
8. If so, what score is needed to receive the credit? 
9. How much weight are ACT/SAT tests given in the selection process? 
10. Do you have study abroad opportunities? 

Scholarships & Financial Aid 

1. What kind of scholarships are available? 
2. What percentage of students receive financial aid? 
3. Are there employment opportunities on campus? 

Housing & Meals 

1. Are your residence halls co-ed? 
2. If so, by floor or are males and females on the same floors? 
3. What is the typical freshman room like (double, triple, suite style) 
4. What percentage of applicants are accepted? 

5. Are there dining halls within the residence halls? 

6. What are the meal plan options? 

Social 

1. What is a typical weekend like here? 
2. Do you have intramural sports? 
3. How many clubs and organizations do you have? 
4. Are there opportunities for service? 
5. Do you have fraternities and sororities? 
6. What percentage of the students are in a fraternity or sorority? 
7. Do many students go home on the weekends? 
8. What is there to do in the community surrounding the campus? 

 



COLLEGE VISIT INFORMATION 

Use this worksheet to record information and observations from each of your college visits. This will 
help you capture your impressions about each school while they are still fresh in your mind and will 
help you compare schools across common criteria. 

Name of College             

Admissions Office Address            

Admissions Office Phone       Fax       

E-mail         Website       

Admissions Office Contact            

Interview required       Arrange for interview?     

Arrange for overnight visit?      Arrange to attend class?     
 
PREPARATION CHECKLIST 

Visit date       Time        

Contact Person             

Do I Know: 

GPA    Class Rank     Test scores      

Reasons I am considering this college          

              

Questions for tour, interview or group information session        

              
 
OVERALL IMPRESSIONS 

Overall impression/feeling about the school; might this be a place for me?     

              

What I liked best about this college           

              

What I liked least about this college           

              

Additional information I would like to have about this college       

              

Names of people I met            

              

*Remember to write thank you notes, if appropriate to admissions officers, professor, tour guides, etc. 



College Visit Tips 
 

1. Meet with an Admissions Representative 
If the college gives the option to meet with an admissions rep., do so. Speak with the rep. about your career goals and find 
out how the institution meets them. Ask about scholarships and if you are planning to live on –campus, housing deadlines. 
 

2. Take the Official Campus Tour 
The official tour will focus on the highlights of the institution and give you a good overview.  
 
3. Explore on Your Own  
Of course you should take the official campus tour, but be sure to allow time to poke around on your own. The 
trained tour guides will show you a school's selling points. But the oldest and prettiest buildings don't give you 
the entire picture of a college, nor does the one dorm room that was manicured for visitors. Try to walk the 
extra mile and get the complete picture of the campus.  
 
4. Read the Bulletin Boards  
When you visit the student center, academic buildings and residence halls, take a few minutes to read the 
bulletin boards. They provide a quick and easy way to see what's happening on campus. The ads for lectures, 
clubs, recitals and plays can give you a good sense of the types of activities going on outside of the classrooms.  
 
5. Eat in the Dining Hall 
You can get a good feel for student life by eating in the dining hall. Try to sit with students if you can, but even 
if you're with your parents, you can observe the bustling activity around you. Do the students seem happy? 
Also, is the food good? Are there adequate healthy options? Many admissions offices will give prospective 
students coupons for free meals in the dining halls.  
 
6. Visit the Student Union 
This is often the hub of campus activities. Here you can get a feel for the students at the institution and what 
is happening on the campus. Try to determine if you see yourself fitting in with the students you see.  
 
7. Visit a Class in Your Major  
If you know what you want to study, a class visit makes a lot of sense. You'll get to observe other students in 
your field and see how engaged they are in classroom discussion. Try to stay after class for a few minutes and 
chat with the students to get their impressions of their professors and major. Be sure to call in advance to 
schedule a classroom visit -- most colleges don't allow visitors to drop in on class unannounced.  
 
8. Talk to Lots of Students  
Your campus tour guide has been trained to market the school. Try to hunt down students who aren't getting 
paid to woo you. These impromptu conversations can often provide you with information about college life 
that isn't part of the admissions script. Ask students what they like and dislike about the college. 
 
9. Sleep Over  
If it's at all possible, spend a night at the college. Most schools encourage overnight visits, and nothing will 
give you a better sense of student life than a night in a residence hall. Your student host can provide a wealth 
of information, and you're likely to chat with many other students on the hallway. You'll also get a good sense 
of the school's personality. What exactly are most of the students doing at 1:30 a.m.? 
 
10. Take Pictures and Notes  
If you're comparing several schools, be sure to document your visits. The details may seem distinct at the time of the 
visit, but by the third or fourth tour, schools will start to blur together in your mind. Don't write down just facts and 
figures. Try to record your feelings during the visit -- you want to end up at a school that feels like home. 



 
 

Top Ten Admission Essay Tips 

Unlike every other aspect of the application, you control your essay. Make sure that the glimpse you give the 
admission committee into your character, background, and writing ability is the very best possible. 

Keep the following in mind as you write: 

1. Don't "thesaurus-ize" your essay. Do use your own voice. 
Big words, especially when misused, detract from the essay, inappropriately drawing the reader's attention and 

making the essay sound contrived. 

2. Don't bore the reader. Do be interesting. 
Admission officers have to read hundreds of essays, and they must often skim. They’re not looking for a new way  

3. Do use personal detail. Show, don't tell! 

Good essays are concrete and grounded in personal detail. They do not merely assert "I learned my lesson" or that 
"these lessons are useful both on and off the field." They show it through personal detail. 

4. Do be concise. 
Wordiness not only takes up valuable space, but it also can confuse the important ideas you're trying to convey. 
Short sentences are more forceful because they are direct and to the point. 

5. Don't use slang, yo! 

Write an essay, not an e-mail. Slang terms, clichés, contractions, and an excessively casual tone should be 
eliminated.  

6. Do vary your sentences and use transitions. 
The best essays contain a variety of sentence lengths mixed within any given paragraph. Also, remember that 
transition is not limited to words like nevertheless, furthermore or consequently. 

7. Do use active-voice verbs. 
Passive-voice expressions are verb phrases in which the subject receives the action expressed in the verb. Passive 
voice employs a form of the verb to be, such as was or were. Overuse of the passive voice makes prose seem flat 
and uninteresting. 

8. Do seek multiple opinions. 
Ask your friends and family to keep these questions in mind: 

 Have I answered the question?  

 Does my introduction engage the reader? Does my conclusion provide closure?  

 Do I use concrete experiences as supporting details?  

 Have I used active-voice verbs wherever possible?  

 Is my sentence structure varied, or do I use all long or short sentences?  

 Are there any clichés such as cutting edge or learned my lesson?  

 Do I use transitions appropriately?  

 What about the essay is memorable? What's the worst part of the essay?  

 What parts of the essay need elaboration or are unclear?  

 What parts of the essay do not support my main argument?  

 Is every single sentence crucial to the essay? This must be the case.  

 What does the essay reveal about my personality? 



 

 

9. Do answer the question. 
Many students try to turn a 500-word essay into a complete autobiography. Not surprisingly, they fail to answer 
the question. Make sure that every sentence in your essay exists solely to answer the question. 

10. Do revise, revise, revise. 
The first step in an improving any essay is to cut, cut, and cut some more! 

 

© 2008 Peterson's, A Nelnet Company. All Rights Reserved. 

 



Deadline Date sent Deadline Date sent Deadline Date sent

Applications

Make copies of all application marerials

Regular application

Early application 

Early decision 

Application Fees

Grades
 High school transcript 

Request midyear grade reports 

Postsecondary Transcript sent

Test Scores
ACT Scores 

SAT Scores 

AP Scores 

Letters of Recommendation

Request recommendations

Thank–you note to recommender 

Essays
Write & proof essays

Financial Aid
FAFSA

Additional Materials

Scholarships

College  Application Checklist
(Record date items completed and/or sent)

College 1 College 2 College 3



COLLEGE FOLDER LABEL 
Cut this label out and put it on the front of the 

folder for every college you plan to apply to. 

  

Name of school:______________________________________________________________________________ 

Mailing address:_____________________________________________________________ 

Your online application login:___________________________________________________ 

Your password:_______________________________________________________________ 

Name of admissions representative spoken with:___________________________________ 

Representative’s phone number:________________________________________________ 

Representative’s Email:________________________________________________________ 

Deadline for early action/admission:_____________________________________________ 

Deadline for regular admission:__________________________________________________ 

Scholarship deadlines:_________________________________________________________ 

 

Deadline/contact info for setting up interview on campus or with local alum:___________ 

Number of recommendations needed:____________________________________________ 

People Writing Recommendations:_______________________________________________  

____________________________________________________________________________ 

 

 



ACT vs. SAT: 
Key differences between the ACT and SAT 

ACT vs SAT: which test is a better fit for your student? Students may take whichever test they prefer 
(assuming there are available testing locations for both tests). If you’re not sure which test your child 
would prefer, consider the key differences between the ACT and SAT. Some students find that the ACT 
caters to their strengths more so than the SAT, and vice versa. 

Need a quick side-by-side comparison of the tests?  Check out this ACT vs. SAT Comparison Chart. 

SAT vs. ACT 

   

reasoning test Type of Test content-based test 

Critical Reading: 2, 25-min 
sections and 1, 20-min 

section; Math: 2, 25-min 
sections and 1, 20-min 

section; Writing: 1, 25-min 
essay, 1, 25-min section, and 

1, 10-min section 

Test Format English: 1, 45-min section; 
Math: 1, 60-min section; 

Reading: 1, 35-min section; 
Science: 1, 35-min section; 

Writing: 1, 30-min essay 
(optional) 

reading, vocabulary, 
grammar & usage, writing, 

and math 

Content 
Covered 

grammar & usage, math, 
reading, science reasoning, 

and writing (optional) 

tricky, questions can be 
phrased in ways that make 
them difficult to decipher 

Test Style straightforward, questions 
may be long but are usually 

less difficult to decipher 

Math, Critical Reading, and 
Writing scores will each 

range between a 200-800; 
total SAT score ranges 

between 600-2400 

Scoring English, Math, Reading, and 
Science scores will each range 
between 1-36.  Composite ACT 

score is the average of your 
scores on the four sections; 

ranges between 1-36 

yes – you lose ¼ of a point 
for incorrect answers (except 

on the grid-in math 
questions) 

Penalty for 
Wrong 

Answers? 

no – you do not lose points for 
incorrect answers 

   

  (0ver) 



   

SAT  VS.  ACT 

   

yes – you can choose which 
set(s) of SAT scores to 

submit to colleges 

Score Choice? yes – you can choose which 
set(s) of ACT scores to submit 

to colleges 

questions increase in 
difficulty level as you move 
through that question type 
in a section (except reading 
passage questions, which 
progress chronologically 

through the passage) 

Difficulty 
Levels 

difficulty level of the questions 
is random 

arithmetic, data analysis, 
algebra I and II, functions, 

geometry; formulas are 
provided in the test booklet 

Math Levels arithmetic, algebra I and II, 
functions, geometry, 

trigonometry; no formulas are 
provided 

with private schools and 
schools on the east and west 
coasts; however, every four-

year college in the US 
accepts SAT scores 

Tends to be 
more 

popular? 

with public schools and 
schools in the Midwest and 
south; however, every four-

year college in the US accepts 
ACT scores 

seven times per year: 
January, March or April, 

May, June, October, 
November, December 

Offered 
when? 

six times per year: February, 
April, June, September, 

October, December (note that 
some states offer the ACT as 

part of their state testing 
requirements; these tests are 

not administered on the 
national test dates) 

typically about four weeks 
before the test date 

Registration 
deadline? 

typically about five to six 
weeks before the test date 

www.collegeboard.com More 
Information 

www.act.  

 

http://www.collegeboard.com/
http://www.act.org/


Financial aid checklist 
for students and parents 

Use this checklist as a personal record and as a reminder of the steps to take to obtain financial aid. Check off each step as you 
complete it. 

For you and your parents 
If you are in doubt as to whether or not to apply for aid, apply! 
 

Do not wait for college acceptance letters before filing for aid. File in January or February — the earlier the better. You do not 
need to have completed your tax returns prior to filling out the Free Application for Federal Student Aid (FAFSA) or the 
CSS/Financial Aid PROFILE® (PROFILE). An estimate of income and/or income tax information is adequate. You cannot file the 
FAFSA until after Jan. 1, but complete it before Feb. 1 if at all possible. 
 

Complete FAFSA on the Web. Get worksheets to fill out prior to filing the FAFSA at www.fafsa.ed.gov. 
Filing online is much faster than by mail, and the website has prompts that help you avoid making mistakes. You and your 
parents will both need a PIN, or electronic password, before completing the form — available at www.pin.ed.gov. It’s a 
good idea to get your PIN in advance of the deadline, although PINs can still be obtained during the FAFSA sign-up process. 

If you are applying to colleges that require PROFILE, file that form as early as possible — as soon as you can estimate your 
and your parents’ income tax information, keeping in mind your college’s deadline. If you are applying under an early 
decision plan, complete your PROFILE in late November or early December. 

Complete income tax forms as soon as possible in order to provide accurate data on financial aid forms. Some colleges 
have early February deadlines. 

Make a list of the financial aid priority dates and deadlines at the colleges to which you are applying. Ask each college if it 
requires supplemental forms, and obtain them as needed. 

Apply for federal and state funds by answering the appropriate questions on the FAFSA. 

Check for scholarships for which you might be eligible: 

Each college/postsecondary institution (your best source) 

Those posted in the counseling office 

Local and state scholarships 

Details to remember  
In all written communications to financial aid offices, put your name, address and date of birth on every page. 

Keep your financial aid worksheets. Always make photocopies of your financial aid forms for your records. 

If you have questions about an item, do not guess. See your counselor or speak with the college financial aid officer 
directly. 

Do not leave blank spaces on the forms. Use zeros instead. 

Proofread! And again, make photocopies of everything! 

After you’ve filed the forms 
If you properly complete the FAFSA, you will receive a Student Aid Report (SAR) that will provide your eligibility index for 

federal and state aid. 

If there are errors or incorrect information on the SAR, you can make corrections online. 

Financial aid offers are sent by colleges either with, or shortly after you receive, a letter of acceptance. You will be asked 
to sign an acceptance of the amount received, and the money will be sent to the college/postsecondary institution. 

Ask your counselor for assistance if you have general questions. Specific questions, including those about uncommon 
situations, should be directed to the college financial aid officers. 

For more college planning tools and guidance, visit BigFuture.org. 
Sources: Glenbrook High School, Illinois, and Amherst Regional High School, Massachusetts. © 2012 The College Board. College Board, CSS/Financial Aid PROFILE and the acorn logo are registered trademarks of the College 
Board. BigFuture is a trademark owned by the College Board. All other products and services may be trademarks of their respective owners. Visit the College Board on the Web: www.collegeboard.org. 



Meghan Jones 
2222 Hillside Road 

Independence, Ohio 44131 
216-444-4444 

M4jones@aol.com 

  
Profile Motivated and energetic college-bound high school senior with experience in 

customer service and order-processing. Excellent technical and communication 
skills, with reputation for leadership and integrity. Career focus: Science teacher. 

  

Education Independence High School 
6001 Archwood Road 
Independence, Ohio 44131 
216-642-5860 
GPA 3.3 
 
Graduation: June 2015 

  
Skills  Microsoft Word, Excel, PowerPoint, Photoshop, and CAD 

 Proficient at laboratory set-up and safety procedures 

 CPR certified 

 Work well with people and have excellent problem solving and 
communication skills 

  
Employment 
History 

Bruegger’s Bakery, Brecksville, Ohio                                                           9/10-Present 
Crew Member 
Responsibilities:    Serving customers in an efficient and pleasant manner. 
Opening set-up and closing clean-up. Handling cash, making change and balancing 
my register. Accurately taking and preparing telephone and fax carryout orders. 
Working as a productive team member by following company policies and 
procedures to ensure safety and hygiene. Received outstanding work reviews. 
 
Marcs Discount Drug Store, Seven Hills, Ohio                                              6/08-9/10 
Cashier 
Responsibilities: Accurately processed customer orders, collected money and 
made change. Assisted in stock merchandising, pricing, inventory, and order 
preparation. Interacted with vendors, counted and processed deliveries and due 
bills. Tallied and processed discount coupons. Set a store record by accurately 
balancing my register 99% of the time. Recognized as Employee of the Week 
seven times—a store record. 

  
Volunteer Habitat for the Homeless, 2009/09. Assisted in building a home for an indigent 

family through my church youth club. Office Aid 2009/10 school year. Elementary 
school science mentor for third grade student. 

  
Activities/ 
Affiliations: 

Varsity Track team, Distance events 2009-Present. Three year letter winner. 
“Odyssey of the Mind” Science team captain. Editor of the school newspaper, 
“The Spectator”. Glass Ceiling Roundtable Member. 

  
Awards: Honor Roll, Perfect Attendance 2009-11 

Most Improved Runner 2009, Science Project State competition 2010. 

 



Letters of Recommendation 

How to Get the Best Letters of Recommendation for Your College Applications or Scholarships 

By Allen Grove 

Nearly all college applications require letters of recommendation. These guidelines will help you know who and how to ask for 
letters. 

1. Ask the Right People to Recommend You 

Many students make the mistake of getting letters from distant acquaintances that have powerful or influential positions. The 
strategy often backfires. Your aunt’s neighbor’s stepfather may know Bill Gates, but Bill Gates doesn’t know you well enough to 
write a meaningful letter. This type of celebrity letter will make your application seem superficial. The best recommenders are 
those teachers, coaches, and mentors you have worked with closely. Choose someone who can speak in concrete terms about 
the passion and energy that you bring to your work. 

2. Ask Politely 

Remember, you are asking for a favor. Your recommender has a right to refuse your request. Don’t assume that it is anyone’s 
duty to write a letter for you, and realize that these letters take a lot of time out of your recommender’s already busy schedule. 
Most teachers, of course, will write you a letter, but you should always frame your request with the appropriate “thank you” 
and gratitude. 

3. Allow Enough Time 

Don’t request a letter on Thursday if it is due on Friday. Respect your recommender and give him or her a couple weeks 
minimum to write your letters. Your request already imposes on your recommender’s time, and a last-minute request is an 
even greater imposition. 

4. Provide Detailed Instructions 

Make sure your recommenders know exactly when the letters are due and where they should be sent. Also, be sure to tell your 
recommenders what your goals are for college so that they can focus the letters on relevant issues. In addition, give the 
recommenders copies of your resume or a list of your activities so they can cite specific accomplishments in the letter. 

5. Provide Stamps and Envelopes If Needed 

You want to make the letter-writing process as easy as possible for your recommenders. Be sure to provide them with the 
appropriate pre-addressed stamped envelopes. This step also helps ensure that your letters of recommendation will get sent to 
the right location. 

6. Don't Be Afraid to Remind Your Recommenders 

Some people procrastinate and others are forgetful. You don’t want to nag anyone, but an occasional reminder is always a good 
idea if you don't think your letters have been written yet. You can accomplish this in a polite way. Avoid a pushy statement like, 
“Mr. Smith, have you written my letter yet?” Instead, try a polite comment such as, “Mr. Smith, I just want to thank you again 
for writing my letters of recommendation.” If Mr. Smith hasn’t actually written the letters yet, you’ve now reminded him of his 
responsibility. 

7. Send Thank You Cards 

After the letters have been written and mailed, follow up with thank you notes to your recommenders. A simple card shows 
that you value their efforts. It’s a win-win situation: you end up looking mature and responsible, and your recommenders feel 
appreciated. 

http://collegeapps.about.com/bio/Allen-Grove-40797.htm


SCHOLARSHIP INTERVIEW TIPS 
 

Preparing for the Interview 
 

1. Know the exact place and time of the interview. 
2. Learn pertinent facts about the scholarship.  
3. An interview is a "two-way street." Know what questions to ask during the interview. Your insightful questions will 

demonstrate your interest. 
4. Put your best foot forward. Always wear proper attire and greet your interviewer with a firm handshake and an enthusiastic 

smile. 
5. Bring several copies of your resume. 

 

The Interview 
 

1. For the interviewer, the "right match" means the scholarship providers have identified individuals who have the potential 
to be future resources and assets to the institution offering the scholarship.  

2. Potentially you will be interviewed by a panel made up of faculty, college representatives and students. 

 
Be prepared to answer such questions as: 

3. Tell me about yourself. 
4. What is your greatest strength and weakness? 
5. Who is a role model for you? 
6. What are your career goals? 
7. Where do you see yourself in five years? Ten years? 
8. Tell me about a personal achievement that makes you proud. 
9. Tell me about a mistake that you made and what you learned from it. 
10. Who has influenced your life and why? 
11. Why would you be an excellent recipient of ___ scholarship? 
12. Is there anything else you want to add?  

 
Not letting these kinds of questions catch you off-guard is a key factor in maintaining your composure during an interview. Rehearse 
these questions and answers in your mind or out loud in the days before the interview. 

 
Possible negative factors evaluated by an interviewer: 
 

1. Personal appearance which is less than professional. 
2. Overbearing, over-aggressive or egotistical behavior. 
3. No positive purpose. 
4. Lack of interest and enthusiasm - passive and indifferent. 
5. Lack of confidence and poise; nervousness. 
6. Evasiveness; making excuses for unfavorable factors in academic history. 
7. Lack of tact, maturity and courtesy. 
8. Failure to ask questions about the scholarship. 
9. Lack of preparation for the interview -- failure to get information about the organization, resulting in an inability to ask 

intelligent questions. 
 

Closing the Interview 
 

1. Let the interviewers know that you appreciate the time they took interviewing you.  
2. Institutions awarding a scholarship expect a return on their investment.  They are investing in the recipients. Convey how 

you would give them a good return on their investment. (i.e., being a good representative for the institution, a leader a 
student who will assist other student 

3. Thank the interviewer and individually and shake each person’s hand. 
4. Ask each person for their business card.  

 
 
 



Some "DOs" and "DON'Ts 
 

1. Do plan to arrive on time or a few minutes early. Late arrival for an interview is never excusable. 
2. If presented with an application, fill it out neatly and completely. Don't rely on your application or resume to do the selling 

for you. Interviewers will want you to speak for yourself. 
3. Do greet the interviewer by last name if you are sure of the pronunciation. If not, ask the interviewer to repeat it.  
4. Give the appearance of energy as you walk. Smile! Shake hands firmly. 
5. Be genuinely glad to meet the interviewers. 
6. Do wait until you are offered a chair before sitting. Sit upright, look alert and interested at all times. Be a good listener as 

well as a good communicator. 
7. Do look the interviewer in the eye while speaking. 
8. Do make sure that your good points come across to the interviewer in a factual, sincere manner. 
9. Do show enthusiasm. If you are interested in the opportunity, enthusiastic feedback can enhance your chances of being 

furthered considered. If you are not interested, your responsiveness will still demonstrate your professionalism.  
 

Summary 
 

1. Adapt - Listen and adapt. Be sensitive to the style of the interviewers.  
2. Relate - Try to relate your answers to the interviewer and the institution. 
3.  Focus on achievements relevant to the scholarship. 

4. Encourage - Encourage the interviewer to share information about the organization to demonstrate your interest.  

 
After the Interview 
 

1. Send each interviewer a thank you note or email. 

 

 

 

 



___ 

COLLEGE SECTION            HIGH SCHOOL SECTION 

ADMISSIONS   CURRICULUM PLAN 

COLLEGE INFORMATION REPORT CARDS/TRANSCRIPTS 

COLLEGE VISITS PSAT RESULTS 

COLLEGE SEARCH TIMELINE TEST RESULTS (SAT/ACT) 

FINANCIAL AID AP TEST RESULTS 

SCHOLARSHIPS LIST OF ORGANIZATIONS 

ESSAY INFO. VOLUNTEER/SERVICE   

 HONORS/CERTIFICATES 

 CAREER INFORMATION 

 RESUME 

 MISC. 
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