
WHO? ME? A SCHOLARSHIP?? 
 
 

Dear Class of 2021, 
 
This year for the first time, the scholarship notebook program is going digital! Although this               
change was ultimately prompted by coronavirus, this is a very exciting transition. To make the               
process as smooth as possible, I’ve put ALL instructions on the SHS Career Center website.               
This should be your MAIN resource.  
 
All you have to do is follow the steps on the website and download the available documents. If                  
you have questions or need clarification, you can watch the how-to videos on the website.  
 
Although you can find all the necessary information and resources on the Career Center              
website, you will find written instructions below. 
  
 
WHO? → YOU – CLASS OF 2021 
 
 
WHAT? → SCHOLARSHIP NOTEBOOKS  

In Sequim, we are very fortunate to have many businesses, organizations, clubs,  
and foundations that support Sequim High School graduates by providing          
scholarships. These local scholarships are usually obtained by submitting a          
digital scholarship notebook to Ms. Sanders. 
 
Scholarship donors review the digital notebooks and select their scholarship          
recipient(s).  
 
* NOTE: A list of individual scholarship applications from other local, state, and             
national scholarships can be found on the Career Center website under           
‘Scholarship Opportunities.’ These are scholarships that do not use the          
scholarship notebooks. This list will change as application deadlines come and           
go. Be sure to check the list frequently so you don’t miss out! 

 
WHY? → To provide financial assistance and recognition to students who are planning to 

 pursue post-high-school education/training. 
 

WHEN? → Scholarship notebook materials and instructions are available on the Career  
Center’s web page. 
 
Completed digital notebooks must be submitted no later than Wednesday,          
February 10, 2021. LATE BOOKS WILL NOT BE ACCEPTED. 

 
WHERE? → Sequim High School Career Center website – Coordinated by Mitzi Sanders. 
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DIGITAL? → This year will be the first year that SHS will host a digital scholarship notebook  

program. Before you read ahead, please take a moment to look at the Career 
Center website and get familiar with some new procedures and resources.  
 

NOTE  → Submitting a Scholarship Notebook does NOT guarantee you a scholarship! But  
your chances improve when you follow instructions carefully and allow yourself 
the time to submit a quality notebook! Be sure to apply for other scholarships on 
the Career Center website Scholarship Opportunities. 
  

 
 

DIGITAL SCHOLARSHIP NOTEBOOK APPLICATION PROCEDURE 
 
Below you’ll find the written procedure for creating and submitting a digital scholarship             
notebook. Please remember that ALL the necessary materials are available on the Career             
Center website.  
 
There you’ll find step-by-step instructions, downloadable resources, and handy how-to videos to            
walk you through new programs and answer any questions. These written instructions here are              
merely a complement to the website.  

Where To Find Your Scholarship Notebook Resources: 

Scholarship notebook information can be obtained from the Career Center section of Sequim 
High School's website. Here’s how: 

● Go to Sequim High School’s website and select the ‘Our School’ tab.  
● Scroll down to ‘Career Center’ and select ‘Scholarship Notebook.’  
● There you will find a Checklist, Letter of Recommendation forms, the Scholarship 

Application Form, step-by-step instructions, and how-to videos.  

  
Note: YOUR SCHOLARSHIP NOTEBOOK APPLICATION MUST BE TYPED, AND YOUR 
NOTEBOOK MUST BE SUBMITTED DIGITALLY 
 
Do NOT delete any of the application questions or leave any items blank.  

I. The Application 
 

A. Start by downloading the Scholarship Notebook Application page on the 
Career Center’s website. The form will save to your computer and is editable — 
you can edit it right on your computer! Remember, this MUST be typed. If you 
have any questions, please watch the how-to video on the Career Center 
website. 
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II. The ‘Letter of Recommendation Information Sheet’ 
 

A. Next, download the form for the letter of recommendation. This resource 
serves as a guide (and a reminder) for those you are requesting a letter of 
recommendation. Most teachers require them. 
 

B. Students must include a minimum of two letters of recommendation (with a 
maximum of four). One letter of recommendation should be from a teacher or 
administrator of your choice. (It’s usually best to ask a teacher you have had for 
academic subjects (English, math, social studies, science, language…) for a 
letter of recommendation.) One letter of recommendation should be from a 
community member (employer, pastor, neighbor, 4-H leader, the organization 
you provided with volunteer service, etc. – those who know you well outside of 
school, but who are not a family member). 
 

C. Be sure to allow adequate time (at least two weeks!) for the individuals to write 
your recommendations. For any questions, please watch the how-to video on the 
Career Center website. 
 

III. The Personal Statement 
 

A. Give yourself plenty of time to complete your statement! A personal statement 
is an essay about you. Describe your plans, goals, passions, and any other 
information not already present in your digital notebook.  
 

B. Your statement is the best means that scholarship donors have of getting to 
know you. This is also an excellent place to address your financial needs and/or 
any challenges and hardships you’ve faced. Please write no more than two 
pages. If you need help with this, contact Ms. Sanders. 
 

IV. The Cover Page and Other Pages 
 

A. You’ll need to create a cover page for your notebook and additional pages 
highlighting your accomplishments and interests. This year, as part of the digital 
scholarship notebook program, students will use the free online design 
program called Canva (templates and instructions are available online).  
 

B. For more information about these pages and additional resources to help you (an 
instructional how-to video and easy-to-use templates for simple editing), 
please go to the Career Center website. 
 

V. The Transcript 
 

A. The final page of your notebook will be your transcript. 7th-semester transcripts 
won’t be available until Wednesday, February 3, 2021. That means that this is 
your last step in the digital scholarship notebook process. All other pages should 
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be completed and ready to go BEFORE February 3rd so you can quickly add 
your transcript and submit your notebook in time!  
 

B. Instructions on how to obtain your 7th-semester transcript: 
1. AFTER February 3, 2021, email Mrs. Kettel at 

dkettel@sequimschools.org or Mrs. Brundage at 
tbrundage@sequimschools.org. Request your transcript, plus request 
your cumulative GPA and class rank for your Scholarship Notebook 
Application page. Remember, you MUST insert your 7th-semester 
transcript and current cumulative GPA in your Scholarship Notebook! 
 
DO NOT GUESS THIS INFORMATION — IT MUST BE ACCURATE. 

Below is a checklist of the items you should have in your completed digital scholarship               
notebook, the order of the pages (some notebooks may have more pages than others),              
and instructions on how to submit your notebook: 

❏ Page 1: Cover Page with a picture and name (use template on CC website) 
❏ Pages 2-3: Application pages 
❏ Pages 4-5: Personal Statement (No more than two pages) 
❏ Page 6: At least one letter of recommendation from a teacher or administrator 
❏ Page 7: At least one letter of recommendation from a community member 
❏ Up To 10 Additional Pages: Completed digital pages featuring extracurricular activities, 

employment, award certificates, newspaper clippings, or other items. (Please see the 
Career Center website for instructions.) 

❏ Final Page: Transcript with 7th-semester credits. This page will be available to students 
in early February (see website for instructions) 

 
 

How To Submit Your Digital Scholarship Notebook to Ms. Sanders 
 
When Finished With ALL Notebook Pages:  
 

1. Download all notebook pages as PDFs and combine them into one large PDF using the               
free online program, PDFJoiner. See the Career Center website for instructions. 
 
Note: PAGES MUST BE IN THE CORRECT ORDER: Cover Page, Application           
Pages, Letters of Recommendation, Additional Pages, Transcript. **Once        
combined, PDF pages CANNOT BE CHANGED.** 
 
Please triple-check your notebook pages and the order of your pages correctly.            
Correcting mistakes may not be possible once the PDF is created. Instructions on             
how to complete this step are available on the Career Center website. 
 

2. Next, send an email to Ms. Sanders, notifying her that you’re finished with the              
notebook. Ms. Sanders will provide you with a link to upload your digital scholarship              
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notebook into a specific folder located on Google Drive.  
 
If you don’t already have a Google Drive account, you will need to create one!               
Instructions on how to create a Google Drive account and upload your notebook to the               
folder link provided by Ms. Sanders are available on the Career Center website. 
 

3. Upload your notebook to Google Drive (see above (further instructions and a how-to             
video available on the Career Center website). 
 
Completed digital notebooks must be submitted no later than Wednesday,          
February 10, 2021. 
 
LATE BOOKS WILL NOT BE ACCEPTED 
 
Once you’ve successfully uploaded your notebook, reply to Ms. Sanders’ email and            
notify her that your notebook is in the folder. Your scholarship notebook is NOT              
CONSIDERED OFFICIALLY SUBMITTED until you receive a final email from Ms.           
Sanders confirming that your notebook is in the folder and completing the step             
below. 
 

4. Fill out and submit the Class of 2021 Scholarship Notebook Google Form located             
HERE. You can also find the link on the Career Center website. Keep in mind that some                 
questions on this form are repeats of the scholarship notebook application page, but Ms.              
Sanders must have this information on this Google Form!!  
 
Once you’ve completed the Google Form, your scholarship notebook is officially           
accepted! Congratulations! 

 

**Some local scholarships may require supplemental application forms in addition to your digital 
scholarship notebook. Additional scholarship opportunities will be posted on the Career Center 
website under Scholarship Opportunities. 

 
OTHER HELPFUL HINTS 

 
● Submit a well-prepared, organized, neat, and easy-to-understand notebook. By using a           

program like Canva, you can show your personality and have fun with the notebook!              
Check your work carefully. Misspelled words or carelessness could cost you a            
scholarship!  
 

● Many scholarships are based on need. If you have specific financial needs (e.g.,             
economic status, living arrangements, medical conditions, etc.) not indicated elsewhere          
in your notebook, write a brief explanation in the space provided at the end of the                
application. If you need help with this, ask Ms. Sanders. 
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● Seniors are encouraged to contact Ms. Sanders mitzi@sequimschools.org with         
questions and concerns regarding scholarship notebooks. You are also welcome to ask            
teachers and school staff members to make suggestions and comments about your            
notebook. We are here to help! Putting together an impressive notebook can be well              
worth the time and effort. This is your only opportunity to "meet" the scholarship donors. 
 

● Be sure to save copies of all materials in your notebook for your records. The               
information will be useful for other scholarship applications. 
 

● If you receive a scholarship, it is up to YOU to supply the organization with your college                 
name, address, and your student number. Students who do not inform the scholarship             
donor of their plans may lose their scholarship. 
 

● Inform Ms. Sanders if you are notified of receiving a scholarship! This includes any              
college awards/financial aid from the college you plan to attend. This information goes             
into the newspapers and graduation program - don’t miss out! 
 

● SEND A THANK-YOU NOTE!! Scholarship donors expect to hear from the students            
who have received their awards. 

 
 
A SCHOLARSHIP AWARDS CEREMONY IS TENTATIVELY SCHEDULED FOR        
WEDNESDAY, JUNE 2, 2021 AT 6:00 PM IN THE SHS AUDITORIUM. IF YOU RECEIVE A               
SCHOLARSHIP, YOU ARE REQUIRED TO ATTEND IN ORDER TO ACCESS YOUR AWARD            
MONEY. 
 
HOWEVER, WITH THE UNCERTAINTY OF COVID-19, STAY TUNED FOR ANY UPDATED           
INFORMATION ON WHETHER LARGE INDOOR GATHERINGS WILL BE ALLOWED IN          
LATE SPRING. IF NOT, WE WILL PLAN ANOTHER WAY TO CELEBRATE! 
 
 
 
Good luck and HAVE FUN! This is a strange year for all of us, but the scholarship notebook                  
process should be a way for you to creatively express yourself, your achievements, and your               
interests to local scholarship donors. If you have any questions that cannot be answered on the                
Career Center website’s step-by-step instructions and how-to videos, please contact me by            
email: mitzi@sequimschools.org. 
 
 
Ms. Sanders 
Career/Scholarship Director 
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