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Welcome   
 
 

        The Office of Student Access and Completion (OSAC) welcomes your interest and 

participation in helping Oregon students access postsecondary education or training.  

 Private scholarships established by individuals, employers, membership organizations, 

and foundations, play a major role in providing financial assistance to help make postsecondary 

education and training a reality for thousands of Oregon students and families. 

 This Scholarship Handbook is intended to acquaint both donors and scholarship 

selection committees with OSAC’s scholarship administration program, the scholarship 

administration timeline, and the process for selecting and awarding recipients.  

OSAC invites your questions and values your participation.  

 
 

OSAC Mission Statement 
 

To create a college-going culture for all Oregonians by providing access through  

information, mentoring, and financial support. 

 
 

Scholarship Contacts 
 

Vic Nunenkamp     Rachel Cummings 
Scholarship & Access Program Director  Scholarship Portfolio  Coordinator 
(541) 687-7385     (541) 687-7387 
Vic.L.Nunenkamp@state.or.us   Rachel.B.Cummings@state.or.us 
 
 
Holly Willeford     Tina Wilson    
Scholarship Program Administrator   Scholarship Portfolio Coordinator   
(541) 687-7466     (541) 687-7352 
Holly.J.Willeford@state.or.us   Tina.K.Wilson@state.or.us 
 
Cheryl Connolly  
Scholarship Processing Coordinator 
(541) 687-7422 
Cheryl.A.Connolly@state.or.us 
 
 

www.OregonStudentAid.gov 
 

http://www.oregonstudentaid.gov/
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Serving Oregon students since 1959 
  
About the Office of Student Access and Completion  
 
Established by the Oregon Legislature in 1959, the Office of Student Access and Completion 
(OSAC) is responsible for administering a variety of state, federal, and privately funded student 
financial aid programs, including grants and scholarships, for the benefit of Oregonians 
attending institutions of postsecondary education. Each year, the agency helps over 50,000 
Oregon students work toward their educational goals.   
  
As a state agency, the Office of Student Access and Completion (OSAC) is unique in the nation 
for its private/public partnership in administering private donor scholarships to benefit Oregon 
students and families. OSAC administers more than 450 privately funded scholarships in 
partnership with The Oregon Community Foundation, The Ford Family Foundation, private 
individuals, employers, and membership organizations to help make college more affordable for 
Oregon students. 
  
OSAC administers the state’s largest need-based grant, the Oregon Opportunity Grant to help 
financially needy students attend an Oregon postsecondary institution. OSAC also manages 
ASPIRE (Access to Student Assistance Programs In Reach of Everyone), the state’s mentoring 
program to help students plan for education and training beyond high school. For more 
information about all OSAC programs, visit www.OregonStudentAid.gov.  
  
  
Importance of Private Scholarships  
 
Private scholarships are important for enhancing access to higher education for many students 
and families, especially low- and middle-income students. Scholarship support can play a 
critical role in bridging the gap for students and families who may be faced with applying for 
college loans to pay for higher education. The average student debt upon graduation is 
approximately $26,000, making the availability of private scholarship aid more important than 
ever before. 
  
Scholarships award personal and academic achievement by helping students of varying income 
levels, academic backgrounds, and personal interests, and allow students to make choices about 
two– and four-year colleges and types of degree or certification programs to pursue.  
  
Some of these scholarships offer opportunities for students from diverse backgrounds such as 
former foster youth, single parents, and dislocated workers. Other scholarships are associated 
with specific high schools, academic and career interests, and residency.  
  
Private scholarships allow donors to be flexible and creative in establishing eligibility criteria, 
such as community service or overcoming personal challenges— personal characteristics that 
cannot be measured through typical scholarship selection criteria such as grades and test scores. 
  
The Office of Student Access and Completion may accept outright gifts of cash, securities, 
and/or personal property to establish a scholarship program, all of which are tax-deductible 
contributions. 
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Section 1:   
Establishing a Scholarship Program 
 
A scholarship program can be established in partnership with OSAC by individuals, employers, 
membership organizations, civic clubs, foundations, banks, and any other groups for the benefit 
of Oregon students. Scholarship programs are designed according to the donor’s wishes, such as 
helping: 
 

• Financially needy students attend college (4-year, 2-year, and vocational schools) 
• Students pursuing a specific major or career interest 
• Students transferring from a two-year to a four-year college 
• Students from diverse backgrounds, foster youth, single parents, veterans, first-

generation to attend college 
• To memorialize a loved one or honor a family member or friend 
• Employees and or their dependents 
• Members of community organizations and their dependents 

 
Scholarship Fund Guidelines & Eligibility Criteria Checklist 
 
Donors work with OSAC to establish the name of the scholarship and determine eligibility 
criteria using the OSAC Scholarship Fund Guidelines/Eligibility Checklist. (Appendix page 24). 
The Scholarship Fund Guidelines form the basis for describing the donor’s intent for the 
scholarship program and who is eligible to apply, where the award may be used (public, private, 
for-profit institution, etc.), whether financial need and or cumulative GPA is required, and if the 
award is one-time or can be renewed. 
 
Scholarship criteria may include: 
 
▪  graduates of a specific high school  ▪  college undergraduates  

▪  college graduate students   ▪  nontraditional (older, returning) students  

▪  whether financial need is considered ▪  cumulative GPA 

▪  college major or field of study  ▪  community service or activities 

▪  other populations with specific circumstances 

▪  type of institution where the award may be used (2- or 4- year public, private, nonprofit, for-
profit postsecondary school)  

▪  restricted to residents of certain communities within Oregon 

▪  employees or their dependents of specific companies or members of associations 

 
To complete the set-up of a new scholarship, donors sign a Scholarship Eligibility Criteria 
Checklist and Program Agreement, which makes up the Scholarship’s Fund Guidelines.    
 
Donors may serve as a member of the scholarship selection committee. However, donors may 
only constitute the minority representation on the committee. Donors may also decide not to 
participate in the selection process, and instead, use OSAC’s internal volunteer selection 
committee.   



7 
 

 
Oregon Administrative Rules (OAR):         OSAC 
Scholarship Programs and Who Can Apply 
 
As a state agency, OSAC ‘s scholarship programs are governed by the Oregon Administrative 
Rules 575-060-0005. These rules state that: 
 

1. OSAC-administered programs will not discriminate among applicants on the basis of 
age, gender, sexual orientation, marital status, race, ethnic origin, creed, religion, color, 
national origin, or the presence of any mental, sensory or physical disability. This rule, 
however, does not prevent OSAC from accepting administration of such a program if 
OSAC believes the program award criteria are lawful. 
 

2. Unless otherwise stated by a donor, the applicant: 1) must be a resident of the State of 
Oregon,  2) a citizen of the United States or an eligible noncitizen of the United States for 
other than a temporary purpose and intend to become a permanent resident of the 
United States, 3) must list Oregon as the home of record, if applicant is considered U.S. 
military personnel, and 4) If a high school student, s/he will graduate during the current 
academic year of filing an application. 
 

3. A donor must specify which institutions are eligible to receive award recipients. 
However, only institutions located in a state and recognized by the U.S. Department of 
Education as eligible to participate in federal Title IV student financial aid programs may 
be so designated and at least two institutions must be designated as eligible (that is, if a 
donor specifies a single educational institution as the only possible institution for 
recipients to attend, OSAC will refer the donor to the specific institution.) 
 

4. Unless otherwise specified by the donor, OSAC shall disburse funds to an institution on 
behalf of an awardee on an academic term basis. An educational institution shall not 
disburse funds to an awardee who ceases to meet conditions of the award.   

 
 

Scholarship Cycle 
 
September:  Promotional material announcing scholarships and application deadline 

distributed statewide to all high schools, colleges, community colleges, public 
libraries, and other key locations. 

January/February/March: Application review begins in mid-January. Applications 
submitted online by February 15 qualify for an Early Bird review for errors, 
which may be corrected and resubmitted to OSAC by the final deadline of  
March 1. Error free applications submitted by February 15 qualify for a drawing 
to win a $500 Early Bird scholarship. OSAC selection committee chairs are sent 
notification to begin formation of selection committees. 

April/May/June:  Eligibility lists of qualified applicants for each scholarship are created. 
OSAC and OCF selection committees review applications to select award 
recipients and return all required forms. OSAC notifies award recipients. 

July: OSAC sends billing statements to donors for scholarship awards. 

August/September: OSAC disburses scholarship awards directly to the recipient’s college.  
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Types of Scholarship Funds Administered by OSAC 
 
1. Pass-Through Scholarships: OSAC sends an invoice to the donor shortly after scholarship 

is established and again in July to cover the balance of current-year awards and scholar 
support service charge. The minimum award is $1,000. Secure payments may also be made 
at https://secure2.osac.state.or.us/CCOrders/Donations.aspx 
 

2. OSAC Trusts: An irrevocable trust fund (endowment) is established at the agency (state), 
whereby the scholarship award and administrative charge are drawn from the trust and its 
earnings. OSAC trusts are deposited with the State Treasury. The minimum award is $1,000. 
Tax deductible contributions can be made online, anytime, using OSAC’s secure donor portal 
at  https://secure2.osac.state.or.us/CCOrders/Donations.aspx 
 

3. The Oregon Community Foundation Scholarships: OSAC administers more than 330 
scholarships in partnership with The Oregon Community Foundation (OCF).  
Donors establish permanent scholarship programs with endowments of $50,000 or more 
where scholarship funds are drawn from the interest earnings. OSAC works directly with 
OCF to establish scholarship criteria. Ranked among the top community foundations in the 
nation, OCF has a long history of working with private individuals and groups to support 
Oregon education. OCF covers the scholar support service charge. 
 

4. Employer and Membership Scholarships: Employers, credit unions, electrical co-ops—
any business, civic, or membership organization may establish scholarships to support their 
employees, employee dependents, or membership. Employers and membership 
organizations may choose to establish a pass-through, trust, or endowment program. (See 
the Employer-sponsored scholarship fact sheet for details in the Appendix, page 28). The 
minimum award is $1,000. 

 
 
OSAC Services to Donors and Students 
 
In administering scholarship programs, OSAC provides the following services: 
 
Donor consultation 

1. Initial program set-up to establish the scholarship eligibility criteria and data analysis to 
determine if the number of applicants will be appropriate. 

2. Annual check-in with the donor for confirmation of the award amounts to be distributed 
and verification of eligibility criteria. 

 
Publicity and Outreach 

1.  Publicize and market donor scholarships to reach qualified applicants through print 
materials, OSAC website, and outreach activities throughout Oregon. 

 a.  Publish OSAC Scholarship and Grants information materials and send to all Oregon 
high schools, colleges, state employment offices, and public libraries across the state. 
Additional copies are handed out at college fairs statewide and financial aid 
presentations. All scholarship descriptions are announced in the online scholarship 
catalog on the agency’s website at www.OregonStudentAid.gov. 

 b.  Provide scholarship application workshops at college fairs, College Goal Oregon, 
ASPIRE sites statewide to serve high school students, college and communities. High 

http://www.oregonstudentaid.gov/
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school counselors and other mentors are trained statewide at various  professional 
conferences about OSAC’s scholarship program and application. 

 
Online Application Processing 

1. Provide a state-of-the-art online application and technology to upload transcripts. 
 

2. OSAC software programmers continue to enhance the application software with features 
such as:  
 

a. An online Student Portal on OSAC’s website where students can log-in to check 
their application, receive notifications, accept/decline their award, update 
personal contact information, college choice, and college major.  

b. Providing Oregon high schools access to OSAC’s secure web portal to upload or 
transmit student transcripts to OSAC. The online application system also allows 
students to upload a scanned image of their transcript to their online application. 

c. Enabling applicants to update their prior year’s application for the current year, 
saving the student time in entering data the following year. 

d. Providing an import feature to allow high school seniors to upload their CIS 
Activities Chart to their online application through a partnership with Oregon 
Career Information System (CIS). 

e. Identifying applicants for both merit and need-based programs in OSAC’s 
database who meet each donor’s scholarship eligibility criteria to produce the 
program’s qualified applicant pool. 

 
Application review and processing 

1. OSAC reviews and processes more than 13,000 applications annually that are received 
by the March 1 deadline. Each applicant’s transcript is reviewed by OSAC staff or 
experienced volunteers. 

2. OSAC notifies applicants who submit their application by the February 15 Early Bird 
deadline to correct errors and resubmit their corrected application by a specified date. 

3. OSAC’s research analysts generate database queries that match the donor’s scholarship 
criteria to the student electronic application data fields to create a pool of qualified 
applicants that meet the donor’s scholarship criteria. 

4. For scholarship programs that consider financial need, OSAC is the official state record 
holder of all Oregon FAFSAs (Free Application for Federal Student Aid) filed by students 
and families. The FAFSA is the national Department of Education application that 
determines eligibility for need-based federal, state, and campus-based financial aid 
programs. While insuring confidentiality, OSAC can provide basic levels of financial need 
of applicants to assist selection committees weighing financial need and merit to aid 
award decisions. 

 
Scholarship Selection Committee 

1. OSAC distributes copies of application materials and an Eligibility List that ranks 
applicants by GPA and, as required, financial need, to scholarship selection committees. 
 

2. For employer/membership programs, analysis includes initial lists sent to employer-
member sites for verification of each applicant’s relation to employee or member. In most 



10 
 

cases, OSAC serves as the scholarship selection committee to insure appropriate distance 
and objectivity between donor and award recipient. 

 
Online Retrieval of Scholarship Applications & Online Contributions 

1. OSAC’s secure web portal provides donors an opportunity to download application 
materials and Eligibility Lists, saving paper and mailing time. 

2. OSAC’s online donor contribution page makes it easy for donors to make charitable 
contributions by credit card to their scholarship fund. 

 
OSAC’s Award notification and disbursement steps: 

1. Provide award notification to scholarship recipient, which students may accept or decline 
on their Student Dashboard. This includes the conditions of the award that the student 
must acknowledge.  

2. Notify colleges that awards have been assigned to specific students and issue electronic 
fund transfers or checks to colleges. OSAC disburses scholarship awards directly to any 
postsecondary public, private, nonprofit, and for-profit institutions that accept Title IV 
federal financial aid in the United States. 

3. Invoice donors (pass-through programs) for appropriate scholarship award amounts, 
track fund balances, and issue annual account statements. 

4. Monitor student progress, and receipt returned scholarship monies from colleges if the 
student drops out or is not eligible for the award. 

 
 
OSAC Administrative Charge 
 
OSAC assesses an administrative charge based on the annual award to help cover the cost of 
administering scholarship programs as described in the previous section. OSAC does not receive 
funding from the State of Oregon General Fund to administer its scholarship program and the 
charge helps cover the costs to establish, process, and distribute awards. 
 
 
 
About OSAC’s Online Scholarship Application  
 
OSAC offers a single common online application for students to use when applying for 
scholarships listed in the online catalog. This means students only need to complete one 
application and submit one set of transcripts, Activities Chart, and Personal Statements, rather 
than filling out multiple copies of the application. Students may apply for up to twenty 
scholarships.  
 
Website Application: All applications are submitted online at OSAC’s website: 
www.OregonStudentAid.gov. Applying online is quicker, easier, and can reduce application 
errors.  
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Section 2:  
Selection Committee & Process 

 
 
Role of the Selection Committee 
 
The primary role of the Selection Committee is to ensure that the donor’s philanthropic and 
charitable wishes are carried out. The Selection Committee is typically comprised of volunteers 
(educators, donors, persons with expertise or knowledge in a certain field, etc.) who bring to the 
selection process their life experiences, perspectives, and local knowledge. The committee’s role 
is to evaluate the applications in a fair and consistent manner. Although all scholarship funds 
have specific criteria, awarding scholarships also requires judgment in assessing the character, 
motivation, and potential of the applicants. See the Appendix page 29 for the Selection 
Committee Job Description and Section 3 for tips on evaluating applications. 
 
OSAC Selection Committee Policy 
 
OSAC Selection Committees must: 

• Adhere to the federal regulation concerning donor involvement issues. (See below) 
• Consist of at least three persons 
• When applicable, consider committee members with expertise or knowledge in a certain 

field pertaining to the scholarship (e.g., include at least one architecture professor for an 
architecture scholarship or a newspaper reporter for journalism scholarship) 

• Avoid conflict of interest issues (e.g., relatives, fellow employee, friend of applicant)  
       (See Appendix, page 31 for Confidentiality and Conflict of Interest Policy) 
 
Federal regulation: HR4’s Affect on Selection Committees 
The federal Pension Protection Act of 2006, also known as HR4, has an impact on most of the 
scholarship programs administered by OSAC. The act means that no more than a minority of the 
members of a scholarship selection committee may be donors or persons related to donors 
(includes tax advisors or attorneys representing the donor). OSAC will help donors in every way 
possible to create a selection process that complies with this legislation and meets the 
scholarship program goals. 
 
Confidentiality & Conflict of Interest Policy 
The applications that Selection Committees review contain a signed release by the applicant that 
permits ONLY the committee members to view information that is considered private. Selection 
committee members must be able to make independent decisions without potential or perceived 
influence caused by a conflict of interest. Committee members should avoid any situation where 
personal and business relationships could have, or give the appearance of having, undue 
influence. In cases of potential conflict of interest, the donor or committee member shall declare 
the conflict, refrain from the decision-making process, and abide by the written policy. To 
ensure fairness, all members must verify his/her understanding of the Confidentiality Policy 
(see Appendix, page 31). With the exception of employer-sponsored programs, the donor may 
serve on the Selection Committee. 
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Selection and Awarding Timeline 
 
February: OSAC selection committee chair are sent notification to begin formation of selection 

committees. 
 
March 1: Final deadline to submit the online scholarship application, which includes the 

applicant’s transcript, Activities Chart, four required Personal Statements, and if 
required, scholarship-specific essays online at www.OregonStudentAid.gov. 

 
April-June: OSAC emails the selection materials and instructions for accessing the OSAC 

secure donor portal. Paper copies of these materials can be mailed to committees who 
request this service, although OSAC recommends online review to reduce costs. 
Selection materials include an Instruction Booklet with OSAC’s Confidentiality Policy, 
Awarding Form, Fund Guidelines, Eligibility List, and student applications.   

 
 Selection Committees meet to select award recipient(s). The committee chair returns to 

OSAC the scholarship Awarding Form with the name(s) of the award recipient(s) and 
alternate(s), and the signed Confidentiality Policy (when materials are delivered by 
postal service or selection committee members do not use the electronic login and 
password assigned to them).   

 
 OSAC notifies the recipient of the award, who may accept/decline the award in his/her 

Student Account online at OregonStudentAid.gov, or in writing. 
 
5.   May-July: OSAC contacts the donor, provides an invoice when necessary, and confirms the 

scholarship listing in the coming year’s online scholarship catalog  
 
4.  August-September: OSAC disburses fall term/semester awards directly to each recipient’s 

school. 
 
 

Initial Application Screening by OSAC 
 
OSAC conducts the initial screening of all applications by ensuring correct transcripts are 
included with the application. OSAC’s initial screening does not include a review of the four 
required Personal Statements, Activities Chart, additional scholarship-specific essays, or GPA 
verification. This task is entrusted to the Selection Committee to review as part of the selection 
process.  
 
OSAC provides each Selection Committee with verifiable information on quantitative measures 
such as academic achievement and remaining financial need. Each committee receives 
application materials for each qualified applicant named on the accompanying Eligibility List. 
 
 
 
 
 
 
 
 



13 
 

Receiving Application Materials (Online or hard copy review) 

 
Selection Committees may review application materials online, or if necessary as hard copies.    
 
Viewing application materials online allows committee members to review materials at their 
convenience when finding time to meet as a group is difficult. This option also reduces agency 
printing costs, although members are allowed to download the application materials and print 
hard copies. Instructions for accessing the portal are sent to each member of the Selection 
Committee who chooses to review online. The committee chair person must request in advance 
that hard copies of selection materials be mailed or the materials will only be available 
electronically via the OSAC secure donor portal, at the OSAC website.  
 
Upon final selection, all printed materials must be shredded, or returned to OSAC for shredding, 
since student information is highly confidential. 
 
 
Methodology for Reviewing Applications 
 

Depending upon the size of the applicant pool, committees may use their discretion in how best 
to review the applications, following basic OSAC guidelines.   
 
OSAC requires that at least two committee members review the same application.  
Committees may decide how best to efficiently review the applications. Below are two examples.  
 

1. Each committee member reads all applications and ranks the top three to five (depends 
on how many scholarships to award); and then deliberates until a recipient is chosen. 

 
2. Divide the applications amongst the group, with each member ranking their top two or 

three (depending on how many to award). Exchange the divided set of applications again, 
with each member ranking their top two or three from the new set of applications. The 
members then deliberate until a finalist is chosen from the highest ranking individuals. 
(Ex: 5-member Selection Committee must review 20 applications. The group divides the 
applications such that each member reviews 8, to ensure that at least two members read 
each application) 
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Section 3: Evaluating Applications 
 
 
Evaluation Tools for Selection Committees 
 
OSAC provides Selection Committees with several tools for evaluating applications objectively. 
Each committee receives the following:  

1. Fund Guidelines (Eligibility Criteria Checklist): represents the donor’s intent for 
the award. Review the scholarship purpose statement and required award criteria. In 
some cases, donors have prioritized the criteria of what is most important in determining 
the award recipient. (See Appendix page 24) 

2. Eligibility List: lists qualified applicants that met the donor’s Fund Guidelines 
criteria. The Eligibility List will generally list applicants by quantifiable elements such as 
year in school, residency, GPA, and remaining financial need, but cannot rank for 
qualitative elements such as community service or whether the student’s academic 
performance improved the last two years of high school. A Glossary with terminology 
and definitions is provided. 

3. Ranking Worksheet.  OSAC will provide a Ranking Worksheet at 
OregonStudentAid.gov to help the committee evaluate applicants depending on the 
selection priorities for the program.    

 
What to Look for When Evaluating Applicants 
 
Selection Committees should also look for applicants who demonstrate a connection among 
his/her academic curriculum (transcripts), volunteer and school activities and work for pay 
(Activities Chart), and his/her educational and career goals (Personal Statements). For instance, 
a student whose career goal is to be employed as a nurse should also demonstrate good grades in 
science and math courses, plus have volunteer or work experience in the health occupations 
field. 
 
In evaluating applicants, think long term: 

• What are the applicant’s goals? 
• Where does the applicant want to be in three to five years? 
• How can this scholarship change the applicant’s future? 

 
Identify the intended recipient 

• High achiever 
• Financially needy 
• From an underserved or underrepresented segment of the population (First-generation 

college attendee) 
• Nontraditional or older returning student 
• Dependent of an employee 
• Focused on a particular major or career 
• Undergraduate student, graduate student, or technical/vocational student 
• Plans to attend/or is attending full-time or half-time 
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• Plans to attend/or is attending a public 2- or 4-yr institution, private nonprofit or private 
for-profit 

• Plans to attend/or is attending a school in state (Oregon) or out-of-state (in the United 
States) 

 
Financial Need 

• Financial need is determined either by Remaining Need or EFC (Expected Family 
Contribution). College choice (such as community college, 4-year state, or private non-
profit institution) affect a student's Remaining Need.  

• EFC (Expected Family Contribution):  Determined by the FAFSA, EFC is the 
theoretical familial contribution required by the student's family.  Zero is the lowest 
contribution and represents the greatest need (the lower the number, the greater the 
need). 

 
Academics 

• Cumulative Grade Point Average (GPA) in high school and/or college 
• Course rigor (review transcript) 
• Standardized test scores 
 The SAT is an aptitude test for reasoning and verbal abilities and has three  

components: Critical Reasoning, Mathematics, and a required Writing Test. 
Maximum cumulative score is 2400 (800 points per section. The average cumulative 
score is 1500 (500 points per section). 
 

 The ACT is an achievement test, measuring what a student has learned in school. The 
test has five components: English, Mathematics, Reading, Science, and an optional 
Writing Test. Maximum cumulative score is 36. The national average is 21.1. 

 
Student Qualities 
 
Goals 

• Sense of commitment 
• Shows diligence in completing tasks 
• Strong worth ethic 
• Commitment to field of work or college major as path to a career 

 
Leadership 

• Increasing responsibility 
• Leadership in school activities (student government, honor society, service clubs, 

performing arts, and cultural organizations, and other extracurricular activities) 
• Awards and honors earned for leadership 
• Athletics 

 
 

Overcoming Challenges or Obstacles 
• Life experience with a challenge and or obstacle 
• Evidence of determination, flexibility, perseverance 
• Ability to see support to resolve the experience 
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Creativity/Knowledge/Skills 
• Awards and honors for superior performance 
• Evidence of passion 
• Writing or public speaking skills 
• Performing Arts or visual arts skills 

 
Community Service 

• Continuous long-term commitment to community organizations  
• Initiation of projects and follow-through 
• Demonstrated social awareness  
• Service to family (care-giving, transportation, translating) 
 

Employment 
• Importance to self and family’s economic stability 
• Increased work responsibility at long-term employer 
• Nature of work 
 
 

Be impartial and fair 
The integrity of the Selection Committee is at stake and award decisions will affect recipients, 
non-recipients, families, colleges, and communities. Objective selection is required by OSAC and 
the law. 
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Application Materials 
 
The Selection Committee uses the following materials as part of the selection process:  Eligibility 
List (listing eligible applicants ranked according to the scholarships criteria), each applicant’s 
application, transcripts, Four Personal Statements, additional scholarship-specific essays (if 
required) and Activities Chart.  
 
Eligibility List 
This sample Eligibility List identifies eligible applicants by previous awardees, followed by 
undergraduates, and then graduating high school seniors. Each group is then ranked by GPA. 
The “Glossary” contains the definition of terms used on the Eligibility List . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The following pages also include tips for interpreting high school and college transcripts and 
what to look for in the Four Personal Statements and additional essays. A sample Activities 
Chart is also included. 
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GLOSSARY 
The OSAC Eligibility List contains confidential information, which should not be shared with 
anyone outside your selection committee. The report is tailored to the requirements of the 
scholarship program and may not contain all of the categories described below.   

4Yr Deg (4-Year Degree) 
Student received a bachelor’s degree by July 1 
after the March scholarship application deadline. 
  
ACT 
The ACT is a national college admission 
examination that consists of subject area tests in 
English, Mathematics, Reading, and Science.  
Test scores reported by the student. 
  
App ID (Application Identification)  
Number used to identify the current year 
application for an individual student. 
  
Career Choice  
Student-supplied information to indicate career 
field for selected major. 
  
Clg GPA (College Grade Point Average)  
Cumulative grade point average across all 
undergraduate college work.  Reported by 
student. 
  
Clg Yrs (College Years)  
Type of college student has selected: 1-year, 2-
year, or 4-year. 
  
College Name  
The name of the college the student plans to 
attend for the next academic year.  Students are 
responsible for reporting any school changes to 
OSAC in writing. 
  
Grt App Rcd (Grant Application Received)  
Column checked if student has filed the Free 
Application for Federal Student Aid (FAFSA. 
  
High School  
High school student attended. 
  
HS GPA (High School Grade Point 
Average)  
Cumulative high school GPA provided by 
graduating high school seniors.  OSAC does not 
capture high school GPA for college students. 
  
HS Grad Year (High School Graduation 
Year)  
Year student graduated from high school. 
  
Last and First Name  
Students are listed by last name.  The list may be 
alphabetical but more likely will be by GPA or 
college year. 
 

 Major 1 (Major Description 1)  
First major field of study selected by student on 
application form. 
   
Major 2 (Major Description 2)  
Second major field of study selected by student on 
application form. 
  
OR Clg (Oregon College)  
Column checked if selected college is headquartered 
in Oregon. 
  
People ID (People Identification)  
Student identification number used in place of the 
student’s social security number.  Use this number to 
identify awardees on the award reporting form. 
  
Pro Clg (Proprietary College)  
Type of college student has selected: will be checked 
if the school is for-profit. 
  
Prv Awd (Previous Award)  
If a student was selected as an awardee for this 
scholarship previously, this column will be checked.  
Otherwise, it will be blank. 
  
Rmn Elig (Remaining Eligibility)  
Shows how many remaining years this student is 
eligible to receive this award. 
  
Rmn Need (Remaining Need)  
College costs minus EFC (FAFSA– Expected Family 
Contribution) minus Federal/State Grants/Vet 
benefits. 
  
Rnw App (Renewal Application)  
For scholarships that offer automatic renewal to 
recipients, this column will contain a “Y” if the 
student has completed his/her request for renewal 
form, mailed each February.  Otherwise, it will be 
blank. 
  
SAT 2   
Combined total of two SAT scores: critical reading 
and mathematics.  Scores are student reported. 
  
SAT 3  
Combined total of three SAT scores: critical reading, 
mathematics, and writing.  Scores are student 
reported. 
  
YIC (Year in College)  
The year in college the student expects to enter in the 
coming academic year. 
 



19 
 

Interpreting High School Transcripts 
 
Information provided on high school and college transcripts is confidential and may not be disclosed to 
others outside the Selection Committee. 
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Interpreting College Transcripts 
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Evaluating Activities Charts 
 

In addition to transcripts and the Four Personal Statements, all scholarship applicants are 
required to submit an Activities Chart, which documents time spent in three categories: School 
Activities (athletics, performing arts, clubs), Volunteer Activities (community or  home), and 
Work for Pay Activities. It documents dates, accomplishments, and the time spent on these 
activities. Use the Fund Guidelines as a guide to determine whether the donor’s intent considers 
extracurricular activities and qualities of leadership, decision making, organizational skills, and 
areas of special recognition.  
 
In some cases, Selection Committees should look for a relationship between the applicant’s 
Activities Chart and the intent of the donor’s scholarship program. If for instance, the donor 
wishes to award an applicant with strong community service, committee members will want to 
scrutinize the types of extra-curricular activities and whether the amount of time spent on those 
activities shows a commitment.  
 
Applicants must enter at least one activity in each category or check a box indicating they have 
intentionally left the category blank. 
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Evaluating Personal Statements and Scholarship Essays 
 
For many scholarships, grades and test scores alone will not paint the whole picture of a 
student’s capabilities and potential that may be important considerations for an award. To 
better assess a student’s potential and personal characteristics, OSAC uses the four topics below 
that are based on “noncognitive variables” developed by William E. Sedlacek of the University of 
Maryland. Noncognitive refers to variables related to adjustment, motivation, and student 
perceptions, rather than verbal and quantitative areas typically measured by standardized tests.  

 

The Four Personal Statements also minimize the need for donors to require an essay. 

 

OSAC requires all applicants to complete four personal statements in 150 words or less: 

1. Explain your career aspirations and your educational plan to meet these goals. Be 
specific. 

2. Explain how you have helped your family or made your community a better place to 
live. Provide specific examples. 

3. Describe a personal accomplishment and the strengths and skills you used to achieve 
it. 

4. Describe a significant change or experience that has occurred in your life. How did 
you respond and what did you learn about yourself?  

 

What to look for in Personal Statements and essays 
Content 

Does the essay address the required topic? 

Does the essay demonstrate deep, independent thought or is it superficial?  

What does the essay reveal about the applicant’s character, especially in light of the 
scholarship being sought? 

Organization 

Is the essay coherent? Is it easy to read? 

Do the most important points get sufficient emphasis? 

Are individual paragraphs unified, coherent, and fully developed? 

 
 
 
 
 
 
 
 
 
 
 
 
 



23 
 

Award Types 
Scholarship awards will be either “one-time” only, “reapply and compete,” or “automatically 
renewable.” 

One-time only— awards are just what the name implies. Applicants can only receive the award 
once, and may not reapply for the scholarship program in the future. 

Reapply and compete— an applicant who received a previous award from the same 
scholarship program may reapply and compete for the award. The Selection Committee 
considers the recipient along with all other applicants in the final pool.  

Automatically renewable— some awards are automatically renewed for recipients that meet 
their college’s academic standards and any program-specific renewal requirements. OSAC sends 
recipients a letter asking to report their college grade point average (GPA), confirm contact 
information, and confirm the college they are attending. If the student demonstrates satisfactory 
progress, their scholarship is renewed without the need to reapply and compete with new 
applicants. OSAC encourages these recipients to apply for other OSAC scholarships through the 
electronic application.   

 
Award Amounts 
OSAC does not publicize scholarship award amounts.  This allows donors flexibility in awarding 
at the time of selection.  In some cases, endowment interest earnings determine the available 
funds to award for scholarships.     

The scholarship award amount is included in the Selection Committee packet of materials. In 
some cases, committees are instructed to select multiple award recipients and/or alternate 
awardees, based on the donor’s intent. 
 
The committee will receive an Awarding Form to record the award recipient(s) and  
alternate(s). This form is sent back to OSAC. (See Appendix, page 33) 
 
Notifying Award Recipients 
Once OSAC receives the Selection Committee’s Awarding Form, the student information is 
entered in OSAC’s database. Recipients are notified by e-mail of their award and given 
instructions to access their Student Account online at OregonStudentAid.gov which was set-up 
when they began their electronic application online. Applicants also use their Student Account 
online to check on the status of their application, receive important notifications of scholarship 
status and awards, confirm their college choice, and to either accept or decline their award. If 
OSAC does not hear back from an award recipient, electronically, a letter is mailed to the 
recipient. In cases where a recipient declines the award, the alternate is sent a notification to 
either accept or decline the award.  
 
Award disbursements 
The scholarship award is sent to the college and disbursed each term or semester. The first 
disbursement is in the late summer or early fall at the beginning of the academic year. The 
disbursement goes directly to the institution to ensure that the funds are used for educational 
purposes. If the student drops out of school or does not enroll, the unused portion of the award 
is returned to OSAC and deposited to the scholarship fund. 
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continued page 2 – Scholarship Fund Guidelines 
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continued Page 3 – Scholarship Fund Guidelines 
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continued Page 4 – Scholarship Program Agreement 
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Selection Committee Documents 
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Sample Scholarship Selection Committee Roster 
All committee members must be listed and sign the Confidentiality and Conflict of Interest 
form. 
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Sample Awarding Form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 

 

 

 

 

 

 

 

 SECTION 1  SECTION 2   
GENERAL ASSESSMENT  SELECTION CRITERIA (add criteria from Fund Guidelines)   

STUDENT NAMES GOOD BETTER BEST 
 

 POTENTIAL 
SUCCESS 

    TOTAL 
POINTS 

 RANK 

             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             

Office of Student Access and Completion (OSAC) Ranking Worksheet 
 
Directions: Choose Section 1 or 2 or both as a method to score your applicants.  Complete the Awarding 
Form after completing the ranking process.   

SECTION 1 
1. Sort applications into piles of YES, MAYBE, & NO using program criteria 

and applicant potential.   Refer to the Ranking Worksheet Guidelines 
for assistance in the evaluation. 

2.  Select Good, Better or Best for YES applicants, using MAYBE 
applicants if you need a larger pool.  Rank applicants after 
discussion. 

3.  If you need to further reduce the pool, continue with Section 2. 

 

SECTION 2 
1.  Add any additional selection criteria from the Fund Guidelines. 
2.  Determine the weight of each criterion. 
3.  Score each application using the criteria in Section 2.  Refer to the 
     Ranking Worksheet Guidelines for assistance in the evaluation.  
4.  Rank applicants based on scores.   

Name of Selection Committee Member:  ___________________________ 



 SECTION 1  SECTION 2   
GENERAL ASSESSMENT  SELECTION CRITERIA (add criteria from Fund Guidelines)   

STUDENT NAMES GOOD BETTER BEST 
 

 POTENTIAL 
SUCCESS 

    TOTAL 
POINTS 

 RANK 
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Selection Committee Ranking Worksheet Guidelines 
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