PROCEDURES FOR FILING COLLEGE & SCHOLARSHIP APPLICATIONS

BEFORE SENDING IN APPLICATIONS, FOLLOW THE PROCEDURES OUTLINED:

1.    Complete your portion of the application form (using ink, not pencil).  Be sure to sign wherever your signature     is required.  Also, be sure that your SOCIAL SECURITY number is correctly recorded.  Most colleges and         universities use social security numbers as a student identification number.  Applications without signatures or SSN are often returned to students.

2. Complete the personal information (name, address, etc.) on the Secondary School Report form which has to

be completed by the senior counselor. Check to be sure that you have also signed the Secondary School Report form, if it calls for your signature.

3. You are strongly encouraged to photocopy your part of the application before bringing it to our office.  If 

your application should be lost in the mail or misplaced by the college/university to which you apply, a photocopy can be a great asset.

4. Bring to the counseling/guidance office the following:

A. Your completed application for admissions (including essay, if required).

B. The Secondary School Report to be completed by counselor.

C. A check made out to the college/university to cover the cost of the application fee.

5. Complete a TRANSCRIPT REQUEST FORM when you turn your application into the guidance office.

Your transcript is privileged information and can only be released with your written consent.

NOTE:  THERE IS A $3.00 FEE FOR EACH TRANSCRIPT TO COVER ENVELOPES AND POSTAGE.

6. Applications and recommendations will be processed on a first-come, first-serve basis.

7. If letters of recommendation are required, give your counselors and teachers adequate time to write them.  

Good letters of recommendation require thought and time.  The colleges and universities which request such letters place a great deal of emphasis on them; therefore, it is to your benefit that they be well thought out and carefully written.  A résumé of your background, especially out-of-school activities, will be helpful. 

8.   Teacher recommendations are strictly between the student and the teacher.  Students requesting a                                                                                                              recommendation from a teacher should give them stamped envelopes addressed to the colleges asking for the recommendation.  Do not ask teachers to take the recommendations to the guidance office.  It is your responsibility to see that they are mailed out in time.

8. To insure that the guidance department personnel will have sufficient time to do quality work on letters of

recommendations and applications, we request that students deliver all required paperwork to the guidance assistant at least 10 or more working days before the deadline (with 15 or 20 days of advance notice being preferred).  PLEASE REMEMBER THAT THERE ARE MORE THAN 200 SENIORS AND ONLY ONE SENIOR COUNSELOR AND THAT COLLEGE DEADLINES TEND TO FALL ON THE SAME DATES.

NOTE:  A FINE OF $20.00 WILL BE CHARGED FOR EACH APPLICATION SUBMITTED LESS THAN 10 WORKING DAYS BEFORE THE DEADLINE.

10.   Many colleges accept or even encourage on-line electronic applications, and that percentage is likely to increase yearly.  If you choose to apply on-line, remember to stop in the guidance office and complete a Transcript Request Form (just as if you had applied with a hard copy).  Also, if there is a school or counselor report required (this varies from school to school), please download the appropriate forms and submit them to the guidance office at least 10 days prior to the application deadline.  Finally, if you have not submitted your application fee by credit card during the on-line process, be sure to include the appropriate check with your transcript request form.

