COLLEGE/SCHOLARSHIP APPLICATION AND
LETTER OF RECOMMENDATION PROCEDURE

COMPLETED COLLEGE/SCHOLARSHIP APPLICATION
(May include essay, fees, photo, IRS info. and any other requirements) Incomplete applications WILL NOT be accepted.

Recommendation required?

YES No — i
——————— |, Registrar

 '\*Counsemr
Teacher - Fill out transcript request form

(Mark v'- “Send directly to

v Completely fill out Senior Profile Packet and turn in to your destination”)
Approach teachers to confirm that senior counselor. (at least 2 weeks before letter is 10 days in advance. Give
they are able to write a letter for you. needed) :

request form, $2 fee
and completed application to

(at least 2 weeks in advance) | |

Distribute Teacher Information Sheets (TIS) to three . ,
the registrar’s secretary. Be
teachers .
sure to provide correct and
complete address of
Fill out Teacher Recommendation university or scholarship
form. Give form to teacher along with Y organization. Registrar will
recommendation form or letter Fill out transcript request form and turn in to the registrar‘s mail completed application.
guidelines and Student Information secretary.
sheet. Mark v' — “Hold for counselor” (at least 10 days in
l advance)
Give completed application to Ms. Shahan / Ms. Edwards.
Teacher returns completed
recommendation to Ms. Shahan / Ms. l
Edwards, Counselor’s Secretaries.
Ms. Shahan / Ms. Edwards, Counselor’s secretaries will log

in completed application the day received and give to
appropriate counselor. The Counselor will return
applications to the secretaries to be mailed.




