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This Consulting Contract is entered into by       (“Client”), parent or 

legal guardian of      , and Shelley M. Enger (“Consultant”) of 

Capstone Education Advisers LLC this day of      .

Please enter your home address here:

This contract contains three sections.

The first section includes: 

 » Our list of packages 
 » Payment schedule options for the 30-Hour Package 
 » Additional information about billing
 » Capstone’s deadlines for application completion
 » Information about availability over Thanksgiving Weekend
 » Expectations for students, families, and Capstone Consultants
 » A responsibility and intellectual property disclaimer
 » Fields for signatures

The second section details the services we offer and explains the structured process by which we 
provide our services. This includes the basic schedule of meetings and resources that Capstone will 
make available to the student and their family.

The third section contains information about our email process, including informational and task 
completion emails from Capstone, and a required email setup process with instructions that students 
must complete before starting their work with us. Please complete the setup instructions and 
enter your child’s new, dedicated college email address on the appropriate line before returning the 
contract.

When complete, please return via our File Uploader at: https://capstoneadvisers.com/upload/
If you experience any difficulty with the Uploader, please email info@capstoneadvisers.com for 
additional support.

Please continue to the next page.

street:

city, state:

ZIP:

https://capstoneadvisers.com/upload/
mailto:info%40capstoneadvisers.com?subject=
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Please initial next to the service package you would like to purchase. CHOOSE ONE.

Services Fees Initials

30-Hour College Counseling Package
A full-service, one-on-one college counseling package, including all 
services listed in Section 2 as needed. Payment schedule below. Addi-
tional hours @ $275/hr. 

$8,250

10-Hour College Counseling Package
An hourly package for any of our services listed in Section 2. Payment 
due before first meeting.

$3,000

5-Hour Essay Writing Package
Assistance with essay planning, reviewing, revising, polishing and 
finalizing. Payment due before first meeting.

$1,500

Capstone Hourly Fees
À la carte hours for any services listed in Section 2. Hourly services 
require a 4-hour retainer ($1,300 minimum) before services begin.

$325/hr

For the 30-Hour Package ONLY, please initial next to your chosen payment schedule. CHOOSE ONE.

Payment Schedule Options: 30-Hour Package Only Initials

Single Payment
$8,250 due upon engagement.

Three payments
$3,000 due upon engagement;  
$3,000 due on May 1st of 11th grade;  
$2,250 due on September 1st of 12th grade.

Monthly
$1,500 due upon engagement. Remaining balance of $6,750 divided evenly by 
month with final payment due September 1st of 12th grade.

SECTION 1

PACKAGES
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We bill for time spent on all services listed in Section 2, which includes up to 2 hours developing 
the preliminary college list and time spent reviewing essays in our Monday team meeting (will not 
exceed 15 minutes). We also bill for time spent on targeted research, email and other correspondence, 
and any necessary meetings via Zoom or phone, to discuss with and inform the student and parents 
about specific questions and overall student progress. We track time in 5-minute increments for tasks 
that exceed 10 minutes.

We offer the 5-Hour and 10-Hour Packages with the understanding that families may wish to stack 
multiple packages over time, depending on their admissions needs. Unused hours from the first 
package purchased will not be refunded. For example, if you purchase one 10-Hour Package and use 
only 8 of the 10 hours, the remaining 2 will not be refunded. However, if you purchase two 10-Hour 
packages and use only 17 of the 20 hours purchased, the remaining 3 will be refunded. Families rarely 
have unused hours left over after the end of their first package.

Please continue to the next page.

ADDITIONAL BILLING INFORMATION

Capstone has established internal application submission deadlines. These deadlines are fully 
achievable if the student meets all interim deadlines assigned by the counselor. Therefore, the 
deadlines will only be extended for extraordinary circumstances.

Published College Application 
Deadline

Capstone Deadline for Completion/
Submission of Application

November 1st October 24th

November 15th November 7th

November 30th – December 1st November 15th

December 15th and later December 15th

Please note that Capstone counselors are unavailable to meet or review applications or other 
materials over the Thanksgiving weekend (Wednesday-Sunday). However, students are expected to 
make progress on application materials during the Thanksgiving break if they have not yet completed 
all applications that have a Capstone deadline of December 15.

THANKSGIVING WEEKEND

DEADLINES

Initials  

Initials  

Initials  
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We greatly respect our students and families, and our goal is for each of our students to matriculate to 
a college where they will thrive and form the solid foundation they need to achieve their educational, 
career and developmental goals. Experience has shown us that students are more likely to achieve 
this outcome if they take the process seriously by setting aside enough time each week to complete 
tasks in a thoughtful way and meet all internal and external deadlines. By taking this measured 
approach, students develop the skills and confidence to successfully manage a large, long-term 
project, while producing high-quality applications that are more likely to be successful.

We have developed a structured process and established specific expectations that we have 
observed, year-after-year, will result in the most calm, productive, and rewarding college-counseling 
experiences. Parents also play an important role in this process, as outlined below.

College admissions decisions are often more about a college’s priorities than about a given student’s 
qualifications. Decisions are based on multiple factors that may include test scores, GPA, essays, 
activities, letters of recommendation, legacy status, athletic talent, donor status, artistic talent, ethnic 
background, first-generation status, geography, and various subjective factors. We will help you build 
a balanced list and expect students to apply to at least two colleges that the Capstone consultant 
has identified as “likely” colleges for the student (e.g., colleges that the student is more likely to be 
admitted to than to be denied from).

EXPECTATIONS FOR STUDENTS

 » Create a dedicated email account for sending and receiving college-related email (see Section 3).
 » Set aside enough time to complete each assigned task thoughtfully.
 » Meet all task deadlines developed collaboratively with the Capstone counselor.
 » Maintain their own list of all application deadlines and meet the deadlines.
 » Attend all weekly* meetings, which are generally one hour. For specific meeting activities, such 

as reviewing the Common Application or UC Application, the meetings may be longer.  
(*Students beginning the process with us on or after September 1st of 12th grade may be 
expected to attend more than one meeting per week, depending on progress.) 

 » Provide a minimum of 24 hours’ notice if needing to reschedule a meeting.
 » Comply with high school deadlines set by the school counseling office.
 » Inform the school counseling office in a timely manner about the colleges the student will be 

applying to, using the school’s preferred method (e.g., Naviance).
 » Commit that all essays will be the student’s work. 
 » Request and monitor the status of teacher recommendation letters.
 » Set up and monitor individual college application portals and emails. 
 » Maintain ongoing efforts to “demonstrate interest” in colleges.
 » Apply to at least two schools where the student is likely to be admitted, as determined by their 

Consultant.

Please continue to the next page.

EXPECTATIONS Initials  
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DISCLAIMER
It is understood that the Client and their student are responsible for:

 » Verifying the accuracy of the information submitted in the student’s applications.
 » Ensuring that all components of each application are submitted by the application deadline.
 » Educating themselves about the ability to afford the college and the financial stability of the 

college that their student has chosen.

Clients are not permitted to use the intellectual property owned by Capstone Education Advisers 
LLC for any reason other than to directly support their own children’s college applications. Clients 
are not permitted to distribute the intellectual property owned by Capstone Education Advisers LLC. 
Consultant reserves the right to seek all remedies available at law for infringement or unauthorized 
use of intellectual property. Liability arising from the professional actions, errors or omissions of 
Capstone Education Advisers LLC (including but not limited to Carolyn Weirick and Shelley M. Enger) 
shall not exceed the total fees paid for services. Client hereby waives any right to any additional 
remedy, including consequential or non-economic damages. 

Client and student are responsible for meeting all application requirements and deadlines 
established by the colleges. Client and student understand and agree that services provided 
come with no guarantee that the student will be admitted to any particular university, college or 
institution.

EXPECTATIONS FOR PARENT

 » Read all communications from the counselor.
 » Attend scheduled “family” meetings with the counselor.
 » Monitor their student’s progress on the timesheet.
 » Commit that all essays will be the student’s work. 
 » Check in regularly with their student to ensure progress on tasks and compliance with high 

school deadlines.
 » Help students schedule college visits and tours, both in person and virtually.

EXPECTATIONS FOR CAPSTONE CONSULTANTS

 » Respond to email and text communications, typically within 24 hours for weekday 
communications or on Mondays for weekend communications.

 » Provide regular updates to students and families.
 » Educate themselves on the latest developments in college admissions and use this information 

to inform their guidance practices.
 » At all times, treat the student and family with respect and prioritize their needs.

Please continue to the next page.

Initials  
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SIGNATURES
This document can be initialed and signed in Adobe Acrobat Reader, Apple Preview, Google Chrome, 
and other PDF readers. If you choose to sign the contract on the computer, your signature will appear 
as typset text. This form of signature is valid for the purposes of this contract, but as an alternative, 
you may print, sign, and scan instead. When complete, please return via our File Uploader at: 
https://capstoneadvisers.com/upload/

Shelley M. Enger, PhD, MPH, Consultant

Signature of Client (parent/guardian)

Signature of Client (parent/guardian)

Signature of Client (parent/guardian)

Please continue to the next page.

Please send an email to info@capstoneadvisers.com and a Capstone team member will get back to 
you promptly.

FOR MORE INFORMATION

https://capstoneadvisers.com/upload/
mailto:info%40capstoneadvisers.com?subject=
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SECTION 2

Capstone provides comprehensive, one-on-one pre-college and college-counseling packages that 
can begin as early as the 9th grade. Our educational consultants have the expertise and knowledge 
to help guide your family as you navigate your student’s high school years leading up to their college 
applications. Capstone also provides hourly support to families who are seeking guidance on specific 
aspects of the college application process, including the college essays. We also provide application 
and admissions support for college students looking to transfer. 

Our services include:
  

 » Academic and extracurricular activity guidance, including enrichment classes and summer 
activity planning, unique to your student’s talents and interests.

 » Guidance on testing strategy, including during COVID-19.
 » Career exploration, testing, and advising. 
 » Targeted research and education for students and parents related to their unique college 

admissions process.  
 » Individualized support and guidance for students with learning challenges.
 » Guiding each family and student as they develop the criteria used in their college search.
 » Development of the college list based on each student’s criteria.
 » Advice on college visits and effective ways to evaluate colleges in-person and online. 
 » Development of your student’s résumé and extracurricular activity lists, including the detailed 

activity descriptions for the UC and Common Applications.
 » Help to identify each student’s best qualities, talents and strengths during the process of 

developing essay themes.
 » Team and one-on-one essay coaching, which includes helping each student highlight their 

personal growth and insight, while reviewing, revising, and polishing all essays with your 
Capstone counselor and our essay specialist.

 » Teaching students how to conduct detailed research on each of their top colleges in preparation 
for their supplemental essays and interviews.

 » Interview preparation and mock interviews.
 » Expert guidance on application strategies (early action/decision, regular decision, rolling). 
 » Guidance on merit and need-based aid and review of financial-aid packages. 
 » Assistance with final college selection and notification, housing deposits, and preparation for 

orientation and transition to college.

SERVICES

Please continue to the next page.

Initials  
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As part of our personalized services, we provide a proven process to guide your student. Every step of 
the way, your student will receive comprehensive materials developed and tested by Capstone, and 
parents will be kept informed. 
 
We offer the following meeting schedule:

 » 3 meetings per year during 9th and 10th grades.
 » 1-2 meetings per month during 11th grade.
 » 1 meeting per week during the summer before 12th grade.
 » 1-4 meetings per month during the fall of 12th grade, depending on student progress.
 » 2-4 meetings per month for transfer applicants.

Our clients will also receive:

 » A comprehensive resources ebook developed and tested by Capstone counselors.
 » Detailed e-worksheets, check lists, and application timelines to help students finalize all 

components of their applications prior to their deadlines.
 » Detailed meeting summaries and task lists after each student-counselor meeting.

STRUCTURED PROCESS

Please continue to the next page.

Initials  
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SECTION 3

The first task that Capstone students must complete is to create an email account dedicated to 
sending and receiving college-related emails. Capstone uses Google Docs, Spreadsheets and Forms 
to provide many of our services, so we ask you to please create a Gmail account.

Capstone will contact you at this address to send you critical information and stay up to date with 
you on your application progress. Please get in the habit of checking this email account at least once 
every day.

The email should include your first and last name and your high school graduation year, like this:
firstlast2024@gmail.com

Please enter your new dedicated college email address here:

       

Once your account is created, please complete the following tasks. These are important. If you do not 
follow these instructions, you may miss out on important emails from Capstone and from colleges 
you’re interested in. In some cases, missing key emails can negatively impact your chances of 
admission to your colleges of choice.

EMAIL TASKS TO COMPLETE

1.   Save the password for your new dedicated college email account. Password managers are a 
great option. Dashlane (paid), 1Password (paid), Bitwarden (free), and iCloud Keychain (for macOS 
or iOS users; free) are some examples of password managers that can help you keep track of your 
passwords. Signing up for one is a great idea because later in the application process, you will need to 
keep track of several diffrerent passwords relating to your applications.

2.   Turn off Categories in your new dedicated college email account. Gmail has a setting that will 
automatically filter emails out of your inbox. This is a problem when it hides critical emails from 
Capstone or colleges on your list. Follow these instructions for turning off Categories:

1. Click the cogwheel icon at the top right of the screen to open Gmail settings.
2. Click “See all settings” at the top of the pane that opens on the right of the screen.
3. Click the “Inbox” tab at the top of the Settings pane.
4. Next to “Inbox type”, choose “Default” or “Unread first”. DO NOT choose any other option.
5. Next to “Categories”, just below that, uncheck every box except for “Primary”.
6. At the bottom, next to “Filtered mail”, choose the “Override filters” option.
7. Click “Save Changes” at the bottom of the Settings pane.

EMAIL POLICIES & INSTRUCTIONS

Please continue to the next page.
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CAPSTONE BULLETINS & ALERTS
Capstone will regularly send you emails with information and instructions in the form of Bulletins 
and Alerts. We will email parents at the email address provided when you signed up for your free 
consultation, and we will email students at the dedicated college email address they created per the 
instructions on the previous page.

Bulletins are informational emails with insights, news, updates, and things you should be aware of 
as you navigate the college application and admissions process. Some Bulletins contain lengthy 
instructions for completing specific, complicated tasks, while others will be short and let you know 
about a new resource that may be helpful or new developments at Capstone.

Alerts are time-sensitive, critical emails that keep you updated about deadlines, opportunities, and 
progress milestones. Every Alert contains a task to complete, including progress milestones on your 
supplemental essays, financial aid deadlines, the start of an application submission period, and more. 

Please read every Bulletin and Alert when they come to you. The information they contain is carefully 
prepared by Capstone to give you unique insights, information, and reminders beyond what we have 
time to cover in our regular meetings. All of it is derived from our extensive experience in college 
admissions, and the content is kept up to date.

Thank you for completing your Capstone Consulting Contract! Please return it via our File Uploader.

Initials  

http://capstoneadvisers.com/upload/
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