PROCEDURES FOR SUBMITTING
COLLEGE APPLICATIONS

Most schools prefer applications to be completed online.

1. Observe all deadlines:  application and scholarship due dates may differ.

2. Fill out the application completely and accurately.  Be sure to look for any scholarship information.

3. Ask for teacher recommendations at least 2 weeks before you actually need them (tell the teacher the date you need the recommendation and for what school).

4. If an essay is required, please have one of the English teachers read your essay to make sure there is no grammatical, spelling or typographical errors.

5. Check to see if there is a form for the guidance counselor to fill out.

6. If there is an application fee, either pay by credit card or make out a check to the college/university and take it to the guidance office to be mailed.
7. Fill out a Transcript Request form (on back), have your parent sign it and turn it in to the guidance office with the appropriate fees.

Application materials are mailed out within 3 business days after they are received in the guidance office.

Applications or transcript request forms are due in the guidance office no later that November 12, 2012.
