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SCHOLARSHIP NOTEBOOK INSTRUCTIONS 2022-2023 
 

Congratulations seniors on making it to your graduating year! If you are continuing your 

education beyond high school, the Scholarship Notebook is a great tool to fund your future 

plans. Here are some basic instructions to get you started. 

To Begin You Will Need: 

 PAHS issued Chromebook or personal laptop 

 Internet access 

 Access to Google Classroom through your PAHS account. Class Code: s6xegvq 

 Scholarship Notebook Templates located in the Google Classroom 

Scholarship Notebook Format: 

 Front: Cover Page 

 Page 1: Table of Contents 

 Pages 2-3: Personal Data Sheet 

 Page 4: Transcript 

 Page 5: SAT or ACT or Other Test Scores (Optional) 

 Pages 6-7: Statement of Purpose 

 Pages 8-10: Three Letters of Recommendation 

 Pages 11-20: Awards, Clippings, Certificates, Recognitions, Hobbies, etc. 

To Finalize and Submit: 

 Join all your pages into one PDF (www.pdfjoiner.com or www.dochub.com ).  

 Complete the Google Form linked under FINAL STEP in the Google Classroom. 

 Submit a release that will allow us to include your name and scholarships you win in the 

Peninsula Daily News. 

 Upload a headshot (photograph) of yourself for the Awards Night presentation. 

 Respond to ONE of the following questions (in 20 words or less). We will display your 

answer alongside your photograph during the Awards Night presentation. 

o “What would be the title of a book written about your life? Why would that be 

the title?” 

o What motivates you? 

o What makes you unique? 

o Write a message to your 2033 self. 

o How are you going to change the world? 
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STEP-BY-STEP SCHOLARSHIP NOTEBOOK GUIDE 

 

Cover Page 

Include one of your senior photos on the cover page, as well as your first and last name and 

Class of 2023. If you did not take senior photos, use the nicest picture you have of yourself. The 

cover page may be artistic or straightforward, and you may customize it to fit your personality, 

as long as the three required items feature prominently.  

Page 1: Table of Contents 

Although this appears first in the notebook, it will be one of the last pages you complete after 

you know for sure the page numbers for each section. The Table of Contents gives the donors a 

way to quickly find information within your notebook. 

Pages 2-3: Personal Data Sheet 

The Personal Data Sheet will include information about yourself. The template (found in Google 

Classroom) will have space for a photo, your name, address, phone number, parents/guardians’ 

occupations, and your elementary and middle schools. You will also have space to provide 

information about activities and academics at Port Angeles High School and in the local 

community. Donors use this information to determine students who are eligible for their 

scholarships. They have asked that you FOLLOW THE TEMPLATE EXACTLY. 

Page 4: Transcript 

Your transcript is a short summary of your classes and grades. Donors like to see what courses 

you have taken, how you have progressed throughout your high school career, and verify your 

GPA. To best accomplish this, donors ask that your fall semester senior year grades appear on 

your Scholarship Notebook transcript. Once these transcripts become available, you will be able 

to pick yours up in the Main Office or the Counseling Office.  

Page 5: SAT/ACT (Optional) 

Because many universities and colleges no longer require SAT or ACT scores, this section is now 

optional. If you took these tests and scored highly, definitely include a copy of the results in 

your notebook. Good scores on these tests, and others like AP or ASVAB, can still help you to 

stand out. 

Pages 6-7: Statement of Purpose 

A Statement of Purpose is similar to the essay that you may be writing for college admission. 

This is an essay about yourself – who you are, what you have accomplished in high school, your 

future goals or career plans, how you plan to finance your education, and perhaps a story about 

a person in your life who encouraged you to pursue your education beyond high school.  
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Pages 6-7: Statement of Purpose continued 

Scholarship donors want to know who you are outside of all the lists and data that they are 

viewing elsewhere. They want to know what inspires you. They want to know what you want to 

do after college. They want to see what struggles you have had and how you overcame them, 

or how going to college will help you to overcome them. If you are helping to raise younger 

siblings, working many hours a week, or dealing with a difficult situation at home, your 

potential donors want to know. 

Pages 8-10: THREE Letters of Recommendation 

You will need ONE letter from a current or former teacher in addition to TWO letters from 

other important adults in your life. You may include a second teacher letter only if the teacher 

knows you from outside the classroom setting (club, coach, volunteering, etc.). Examples of 

other adults include, but are not limited to: 

 Counselor 

 Coach 

 Neighbor 

 Leader or Member of your religious affiliation, community organization, tribe, etc. 

 Family Friend 

 Club Advisor 

 Employer 

When requesting a letter of recommendation from a teacher be sure to: 

1. Fill out the Student Information Worksheet as completely as possible. (see last page) 

2. Make copies of the worksheet and attach them to your requests for letters. 

3. Teachers and school staff need to have requests made at least fourteen days in advance. 

4. Remember to write a short thank you note to express your gratitude for their support. 

Pages 11-20: Awards, Certificates, Interests, and More 

Fill this section with photos or scans of certificates, awards, and pictures of your interests, 

hobbies, or other activities. Athletes should include varsity letters, athletic competition trophies 

or medals, and individual and team pictures. If you have photos of yourself volunteering, 

working on community events, helping out a religious institution, or even less formal hobbies 

like hiking and camping, crafting,  artistic pursuits, etc., please include those as well. Showing 

evidence that you have been active in your community both in and out of school can be a great 

boost to the amount of scholarships you may receive. Donors may even feel drawn to students 

who enjoy similar pets and hobbies as they do, so feel free to be creative in this section. 
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Tips and Suggestions 

 

1. Avoid the term “undecided.” It is normal to be unsure about your future. However, 

students who identify an area of study, even if it is tentative, win more scholarships 

than those who write “undecided.” No one will hold it against you if you change your 

mind, your career focus, or your major later. 

2. GIVE YOUR LETTER WRITERS AS MUCH TIME AS POSSIBLE. Teachers need at least two 

weeks to get the letters back to you. Some may get dozens of requests for letters from 

other students completing their notebooks. If you wait till the last minute, even a 

teacher who thinks you are the greatest student on the planet may not be able to get a 

full letter back to you in time. 

3. Proofread, edit, and check spelling. Then have someone else proofread, edit, and check 

spelling. The final notebook should be highly polished and free of grammatical, spelling, 

typographical, or formatting errors.  

4. Ask for help. Is something not making sense to you? Are you unsure what to include? 

Worried about asking for letters of recommendation? It is completely normal to need a 

help with these notebooks, so please do not hesitate to go to the CSF Room (418) or 

Counseling Office and ask for help or advice. We are here to help you and to make it as 

easy and straightforward as possible to complete these notebooks. 

5. Give yourself time. There are so many different components to this project, and 

procrastination can make the project much more difficult. Starting early will reduce your 

stress and help you finish well before the deadline. 

6. Say “Thank You!” It is important to write a short note of appreciation for anyone that 

wrote you a letter of recommendation or helped you compile your notebook.  

 

For any Scholarship Notebook questions please contact Ms. Andrea Dusenko at 

adusenko@portangelesschools.org , (360) 565-1590 (office), or (425) 534-8889 (cell). For 

questions after February 12, contact Ms. Charity Brock at cbrock@portangelesschools.org, 

(360) 565-1562.  

 

 

Scholarship Notebooks must be submitted online (through the 
Final Step Instructions listed on the Google Classroom) by 

11:59P.M., SUNDAY, FEBRUARY 12, 2023. 
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LETTER OF RECOMMENDATION WORK SHEET  
 

 

 

 

When requesting a letter of recommendation from a teacher be sure to: 1) Fill this out as completely as possible 

and make copies of this paper before handing out. 2) Allow the teacher fourteen days to complete the letter.        

3) Write a short “Thank You” note to the person supporting you with their letter. 

 

 

 

 

NAME:      GPA:   DATE: 

 

ADDRESS:      STUDENT CELL PHONE: 

Future Goals and Plans for your college or other post High School education / training: 

List advanced or honors courses 

Honors and/or Awards received 

Special interests, hobbies, talents 

Clubs and service organizations in High School 

Non-School activities (church, community, employment, travel, volunteering etc.) 

Student Government / athletics 


