
KAPLAN LEADERSHIP PROGRAM APPLICATION 

CHECKLIST 
 

 
 

Deadline What Tips Done 

ASAP Create Account on Application Website You can hit the apply 
button on the website! 

6/6/17 Submit High School Transcript / GED Scores 

- Request official high school transcript 
- Upload unofficial transcript 
- Upload GED scores (no official report required). 

Request your HS transcript 
TODAY! There may be a delay, 
so get on this ASAP. 

 

6/6/17 Submit College Transcript(s) 
- Upload unofficial copy of your current transcript to your application 
- If you attended another college you will need to request official 

transcripts to be sent to our office.  
 

Select the version that provides 
full course titles. Request 
official transcripts ASAP, they 
make take a few weeks! 

 

ASAP Request Professional Reference  
- Write a list of the people who can write you a strong reference 
- Ask them before entering their contact information on your app.  
- Write a thank you note! 

Ask someone who has 
supervised you at a job or 
volunteer opportunity. 
Advisors are a good option 

 

 

ASAP Request Academic Reference  
- Write a list of the people who can write you a strong reference 
- Ask them before entering their contact information on your app.  
- Write a thank you note! 

Ask a professor or teacher who 
has taught you within the last 
two (2) years. 

. 

 

6/6/17 Write Short – Answer Essays 

- Writer’s block? Read the Do’s and Don’ts Tips (link) 
- Work on the essays in a word processor (MS word, Google Docs) then 

copy & paste final versions into your application. 
 

Ask an advisor or professor to 
read over your essays before 
you submit them. 

 

6/6/17 SAR (Student Aid Report) 

- Head to www.fafsa.gov to download a copy of your SAR (type 
‘SAR’ into the search bar is you have trouble finding it 

- Upload to your application as a PDF  
 

Ask an advisor to help you 
locate this on your FAFSA 
account or give us a call. 

 

6/6/17 Award Letter 

- A breakdown of your financial aid package 
- Download this from your online school account (e.g. CUNYfirst) 

or request this from your school’s Financial Aid Office. 

Visit your school’s Financial 
Aid or Bursar’s Office for 
assistance. 

 

 

 

CONTACT INFORMATION: 
 

 

Kaplan Educational Foundation 

750 3rd Ave, FL 7th FL  

New York, NY 10017 

www.KaplanEdFoundation.org 

info@kaplanedfoundation.org 

Phone: (212) 707-5300 | Fax: (212) 492-5806 
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