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SBH ACADEMIC VAULT - FREE STUDENT RESOURCE

Scholarship Application
Tracker & Planning Toolkit

Search strategically. Screen opportunities. Track requirements. Submit on time. Follow through.

PLAN. PREPARE. PROGRESS.

Designed for high school seniors, undergraduate students, and graduate students who want one organized system for managing scholarship
opportunities from discovery through award and renewal.

© 2026 SBH SBO Consultants LLC. All rights reserved.
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How to Use This Toolkit
Scholarship searching is easier to manage when you separate four activities: finding opportunities, deciding which are worth

pursuing, preparing requirements, and following each application through a final decision. This tracker gives you one system

for all four.

A strong scholarship process

■ Search from multiple credible sources instead of relying on one scholarship website.

■ Screen eligibility before spending significant time on an application.

■ Prioritize by deadline, fit, award value, effort required, and likelihood that you can submit a strong application.

■ Break each application into requirements such as essays, transcripts, recommendations, forms, and financial-aid

documents.

■ Submit before the deadline when possible and save confirmation records.

■ Track decisions, award terms, acceptance steps, and renewal requirements.

Important

Scholarship requirements, deadlines, award terms, tax treatment, FAFSA requirements, and renewal conditions can change.

Always verify information directly with the scholarship provider and your school. Never rely on this tracker as the official

source of an award's rules.

Your Scholarship Goal

Planning Question My Answer
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1. Scholarship Search Strategy
Build a diversified search. Strong opportunities may come from colleges and universities, local foundations, community

organizations, professional associations, employers, civic groups, field-specific organizations, and legitimate scholarship

databases.

Search Source Map

Source / Organization Type Where to Check Search Frequency Notes

Search Keywords
Combine your academic program, career field, location, activities, affiliations, accomplishments, employer connections,

community involvement, and student status. Avoid assuming that only high-GPA or high-dollar awards are worth pursuing.

Search Theme Keywords / Phrases to Try What I Found
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Search Theme Keywords / Phrases to Try What I Found
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2. Scholarship Opportunity Master Tracker
Enter every credible opportunity here first. This page is your master pipeline; detailed requirement tracking comes later.

Scholarship Provider Award Deadline Status Priority

Suggested statuses

Researching | Eligible | Preparing | Waiting on Documents | Ready to Submit | Submitted | Finalist/Interview | Awarded | Not

Selected | Withdrawn/Ineligible
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3. Eligibility & Fit Screening
Before investing hours in an essay or application, verify that you meet the stated requirements. Then assess fit: can you

provide credible evidence that aligns with what the scholarship values?

Scholarship Eligibility
Confirmed?

Key Criteria My Evidence of Fit Proceed
?

Quick screening questions

■ Do I meet the education level, enrollment, program/major, residency, demographic, activity, employment, or

membership requirements stated by the provider?

■ Is the deadline still open and is the provider's official application page available?

■ Can I complete every required component by the deadline?

■ Do I have evidence that matches the selection criteria?

■ Is the time required reasonable relative to the opportunity and my other deadlines?

■ Have I verified that the opportunity and provider appear legitimate?
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4. Application Requirements Planner
Use one row per scholarship. Mark each component as not required, not started, in progress, requested, received, or

complete.

Scholarship Form Essay Transcript Rec. FAFSA/Fin. Other Ready?

Document Request Log

Scholarship Document / Person Requested Needed By Received Follow-Up
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5. Scholarship Essay Planning
Do not reuse an essay blindly. Reuse your evidence bank, experiences, and core stories, then tailor the response to the

actual prompt, selection criteria, and word limit.

Prompt / Theme What It Is Really Asking Evidence / Story Message I Want Remembered

Essay Quality Check

■ I answered the actual prompt rather than the topic I preferred to discuss.

■ My examples are truthful, specific, and mine to share.

■ The essay shows evidence instead of relying on generic claims.

■ I explain significance: what I learned, changed, contributed, or plan to do.

■ The opening and closing support the same central message.

■ I followed the word/character limit and formatting instructions.

■ I proofread names, organization titles, scholarship name, dates, and grammar.

■ I did not submit AI-generated or copied material in violation of the provider's rules.
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6. Recommendation Letter Planner
Choose recommenders who can speak credibly about the qualities the scholarship values. Ask early, provide context, and

never assume someone has agreed until they confirm.

Scholarship Recommender Why This Person Requested Deadline Sent? Thanked
?

Recommender Information Packet

■ Scholarship name and official link

■ Deadline and submission method

■ Selection criteria or qualities emphasized

■ My current résumé or activity list

■ Relevant accomplishments/projects the recommender observed

■ My academic/career goals when relevant

■ Clear instructions for where/how the letter is submitted
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7. Deadline & Weekly Action Planner
Work backward from official deadlines. Build buffer time for recommendations, transcripts, technical issues, and review.

Week Of Top Scholarship Critical Requirement Action Due Done

Deadline Risk Review

Scholarship Days Remaining Missing Items Risk Level Recovery Action
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8. Submission & Confirmation Log
Submitting is not the end of the process. Record when and how you submitted, keep confirmation evidence, and note any

next step.

Scholarship Submitted Method Confirmation Saved? Next Step / Date

Before You Click Submit

■ Eligibility rechecked against the official source.

■ All required fields completed.

■ Files open correctly and use professional filenames.

■ Essay matches the correct scholarship and prompt.

■ Transcript and recommendation status confirmed.

■ Contact information is current.

■ Submission deadline/time zone verified.

■ A copy or screenshot of the completed submission will be saved where permitted.
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9. Decision, Award & Renewal Tracker
An award may include acceptance steps, enrollment requirements, payment timing, restrictions, or renewal conditions.

Record the official terms instead of relying on memory.

Scholarship Decision Award Offered Accepted? Payment / Next Step Renewable
?

Renewal Requirements

Award Requirement Verification Source Next Deadline Status
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10. Scholarship Results Dashboard
Track outcomes so you can improve your strategy. A scholarship search is a portfolio: results may come from multiple

smaller awards rather than one large award.

Measure Goal Actual What I Learned

Suggested measures

■ Credible scholarships identified

■ Applications started

■ Applications submitted

■ Applications submitted before deadline

■ Finalist/interview invitations

■ Awards received

■ Total dollars offered

■ Total dollars accepted

■ Renewable awards secured

Strategy Reflection

Reflection Question My Notes
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Reflection Question My Notes



SBH Academic Vault | Scholarship Application Tracker | Plan. Prepare. Progress. Page 15

11. Scholarship Safety & Legitimacy Check
Treat requests for money, sensitive information, unusual payment methods, guaranteed awards, or pressure tactics

cautiously. Verify the organization and application process independently before sharing information.

■ I found an official provider or sponsoring organization, not only a reposted listing.

■ The eligibility rules, deadline, award amount, and application instructions are clear enough to verify.

■ I am not being promised or guaranteed an award.

■ I am not being pressured to pay a fee simply to access a scholarship opportunity.

■ Requests for personal or financial information make sense for the stage of the legitimate application process.

■ Email addresses, domains, organization names, and contact information are consistent.

■ I can verify questions directly with the provider using independently located contact information.

■ I will not send money, banking credentials, passwords, or identity documents merely because an unsolicited

message says I won.

If something feels wrong
Stop before submitting. Verify the opportunity through the sponsoring organization, your school's financial-aid office,
or another authoritative source. A deadline is not a reason to ignore a legitimacy concern.

Verification Notes

Opportunity Concern How I Verified Decision
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12. Final Scholarship Application Audit
■ I maintain one master list of opportunities and deadlines.

■ I screen eligibility before investing major effort.

■ I prioritize opportunities instead of treating every scholarship equally.

■ My essays are tailored to the actual prompts.

■ Recommendation requests are made early and professionally.

■ I track transcripts, forms, and financial-aid requirements.

■ I save submission confirmations.

■ I record award terms and renewal requirements.

■ I review results and improve my strategy.

■ I verify current rules with official sources.

My Next 5 Actions

# Action Deadline Completed

Need personalized academic guidance?
SBH Academic Vault offers academic planning, tutoring, and strategy support. Personalized guidance can help a student

prioritize opportunities, organize deadlines, strengthen planning, and build a realistic academic success strategy.

Consultation is not required to use this resource.

SBH Academic Vault is operated by SBH SBO Consultants LLC. This resource provides educational guidance and
planning support. SBH does not complete graded coursework, examinations, assignments, dissertations, capstones, or
other academic work on a student's behalf.



