Private College Application Check Off Sheet

 (Not necessary for UC’s and CSU’s)

Over the past few years the college application process has become more and more arduous and caused many frustrations among students, parents, teachers and counselors.  The main reason for this frustration is a lack of preparation and organization of all the materials required by the college application process.  The Counseling Department has compiled this handy check off sheet to help you and to help your counselor do the best job in preparing any required letters of recommendation, Secondary School Reports, and Mid-Year Reports all within the required due dates.  

If you are applying to a private college or university this check off sheet is important to your plans.  We recommend using an expandable folder to organize all of your college application papers at home.  Make copies of important papers and applications.  Things do get lost!  

The following items should be included in a college application packet that you turn in to your counselor.  Your counselor will review the items and make an appointment to meet with you, if necessary.
*** Packets Are DUE No Later Than October 31***

**Early Action/Decision applications with Nov. due dates are due by Oct. 10**

 FORMCHECKBOX 
Cover letter to your counselor:

Indicate schools to which you are applying

Due dates for each school’s Secondary School Report. (The counselor recommendation due date will typically be the DUE DATE for the entire application.)

Whether or not a letter of recommendation by your counselor is needed for each school.

Stamped (2 stamps), addressed envelope for each university to which  you are applying. Do not put return address.

 FORMCHECKBOX 
Personal Essay


If possible, include your written personal essay.  This is very helpful to your counselor in writing your letter of recommendation. This does not have to be your “perfect” final draft.  We are interested in the content.
 FORMCHECKBOX 
Complete the following (available on-line on CHS website under “Counseling 

Services” and “College Checklist”)         

Student Profile

Parent / Guardian “brag” sheet

Teacher Comment Form – Please think of teachers, coaches, advisors who

could provide your counselor with additional information about you. (The more   the better, but a minimum of two)  Give copies to those individuals and ask that they be returned to your counselor.  List their names on your Student Profile.

 FORMCHECKBOX 
Secondary School Reports (Not required for UC’s or CSU’s) Fill out the top section.  

You must submit an official transcript request in order for your transcript to be sent private colleges.

Return the completed request to the registrar in the counseling office.

There is a $2.00 fee for each transcript.

 FORMCHECKBOX 
Mid-Year Report (Not required for UC or CSU’s)

Senior year fall semester grades and any new information are required for most colleges. You need to pay for a transcript to be sent for each university to which you are applying.

Include any Mid-Year Reports in your packet.

Include a stamped addressed envelope for each Mid-Year Report.

 FORMCHECKBOX       End of Year Report:

You will need to request an additional transcript to be sent to the school you are planning to attend (May/June) 

 FORMCHECKBOX 
Test Scores

You will need to have your ACT or SAT scores sent to each university to which you have applied. Go to  HYPERLINK "http://www.act.org" www.act.org or  HYPERLINK "http://www.collegeboard.com" www.collegeboard.com to have your scores sent.

 FORMCHECKBOX 
Teacher Recommendations

Private universities usually want at least two teacher recommendations. Students should seek out teachers very early in the year that they think know them  very  well. Do not choose your 9th grade teachers.

Present the teachers with the Teacher Report/Recommendation form, a copy of your Student Profile, and a stamped, addressed envelope for each school you need a letter written. Do not put down a return address.

Be sure to send the teacher a thank-you note for writing your letter.

Reminder:  Please note that some schools require the entire application to be sent in one package at the same time.  In this case, students will have to submit the completed student application, application fee, transcript, college transcript (if any), teacher recommendations (if any), and the counselor recommendation.  

*** Don’t forget to check application and college scholarship deadlines!! Get your applications in early so you can relax over the winter break.

