[bookmark: _GoBack]Step by Step instructions for the 2014-2015 Vera Howarth Scholarship:
Mrs. Jill’s Due date-3/13/15: If you want Mrs. Jill to edit your application, the entire application must be turned into her in hard copy form no later than 3/13. I will stick like glue to this due date because I do not work well under pressure even if YOU do!
Final Due date to the Soldotna Chamber of Commerce-3/20/15

1. Print out this step by step and tape or paste it to a manila envelope. 
2. Fill out the application by clicking on the application link on the scholarship page. (This is when you will use the documents in your portfolio; COPY AND PASTE!) When you are done filling it out, if you would like me to edit your application, email it as an attachment to me at jillandgaryleiter@gmail.com. 
3. After you get your application back from me, make any corrections needed, and print it out on resume’ paper and save it in your manila envelope. 
4. Write the essay on “What Does “Community” Mean to You?” Be creative! Make it personal. What does community really mean to you? Once you have written a good essay, becoming of a CIA Senior, email it to me in google docs so I can go over it and make suggestions: jillandgaryleiter@gmail.com
5. When you receive back my comments on your essay, make any necessary revisions, and then print it out on resume’ paper and save it in your manila envelope with the application. (Remember to head each page of your essay with your name, your school, and the title of the essay: “What Does ‘Community’ Mean to Me?”).
6. Choose two of your letters of recommendation from your portfolio in Mrs. Jill’s office, and put a copy of the “cover sheet” (included with the application) with each one of your recommendation letters.  When you print out the cover sheets, print them out on resume’ paper to match the rest of your application. Save these in your manila envelope with everything else. Make sure the recommendations you choose have the recommenders  name, address, phone number and the length of time they have known you on them.
7. Put one of your official transcripts with all these other documents. You can get an official transcript by asking Mrs. Jill; make sure you give her at least one day’s notice. 
8. Print out a cover sheet with your photo. Underneath your photo, put:
2014-2015  Vera Howarth Scholarship 
Your name
Cook Inlet Academy
Soldotna, Alaska


9. Make sure you bring your completed packet into Mrs. Jill so she can review it for you and sign anything she needs to sign. (This must be done no later than March 13!)
10. COPY THE WHOLE APPLICATION PACKET AND SAVE IT IN YOUR ACCORDION FILE FOR FUTURE REFERENCE. ALSO, SAVE YOUR ESSAY IN A FILE ON YOUR COMPUTER WITH ALL YOUR OTHER PORTFOLIO DOCUMENTS. 
11. Put all your application documents together in the order specified on the application, put them in one of your clear folders and deliver to the Soldotna Chamber before March 20th at 5 p.m.
Here’s the order your documents in your clear folder should be in:
1. Cover sheet with your photo
2. Application
3. Essay
4. Cover sheet with recommendation letter 
5. Another Cover sheet with recommendation letter
6. Official transcript in an envelope.


