
 

Community Founda�on Scholarship Nomina�on Process 

Once you set up your account you will enter your name at the top, select which scholarship(s) you are 
submi�ng nomina�on(s) for. You may choose more than one scholarship if you are nomina�ng for 
mul�ple awards. Once you choose, you will need to download the scholarship nomina�on template and 
complete the spreadsheet to ensure the Community Founda�on receives the student informa�on for 
each scholarship.  

 

Once you have completed the spreadsheet, save it, and upload it to the site using the “UPLOAD A FILE” 
buton. You may also upload other documents such as student resumes or recommenda�on leters. 
Resumes and recommenda�ons are generally not required but the Community Founda�on always 
appreciates receiving supplemental informa�on about the students.  

This is what the spreadsheet looks like. Please complete the fields using the student’s informa�on. 
Please use the student’s personal email address. We will be emailing them a�er gradua�on. 



 

A few of our scholarships do require a recommenda�on leter or student resume to be uploaded. If you 
are submi�ng a nomina�on form for one of those scholarships, you will see a student informa�on box 
populate and you will be prompted to upload a recommenda�on leter. You may upload up to two 
leters. The leters can be general and not scholarship specific.  

 

 

Once the form is completed and submited, the Community Founda�on will prepare cer�ficates for the 
winners with instruc�ons on how they will receive their scholarship. The cer�ficates will be emailed to 
you so they can be presented at the awards ceremony or gradua�on.  

Each student who was nominated for a scholarship will be emailed a link on June 30th. They will be 
prompted to complete a form no�fying the Community Founda�on where they will be going to school. 
They will also be asked to upload a copy of their tui�on bill or enrollment deposit receipt and will have 
the op�on to write a thank you note to the scholarship sponsor. Once the form is completed, the 
Community Founda�on will send their scholarship check directly to their college or university.  


