Application Processing Checklist
Private Colleges: 
□
If you are applying on-line, either via the Common Application or a college’s own application, send an electronic invitation to your counselor and/or teacher.

Or print the Secondary School Report form and the Teacher Recommendation forms, if necessary.

□ If you are using the Common Application, don’t forget to check for any supplements that the college may require.

□ Fill out the student portions of the Teacher Recommendation forms and Secondary School Report forms.  Don’t forget to sign the waiver. 
□ If your teacher’s preferred method is on paper, give the Teacher Recommendation forms to each teacher you have asked, along with a business-sized envelope stamped with one first class postage stamp and addressed to the college.  Your teacher will mail the recommendation directly to the college.

□
Request to have your SAT and/or ACT scores sent to the college.  The College Board and/or ACT, Inc. will send an official score report directly to the college.
□
Fill out an Application Cover Sheet (available in the college counseling office) for each college.
□
For each college, give your college counselor the following items: 
· The completed Application Cover Sheet

· The completed and signed Secondary School Report form

· A large envelope pre-addressed to the college, if necessary.  (It does not need to include postage.)
Your college counselor will submit the Secondary School Report Form, a recommendation, and your official transcript directly to the college.
When you submit your application, the college will match up each component as they receive it and place it into your file.  Once your file is complete, your application is ready to be reviewed.

Public Colleges/Rolling Applications (Non UC/CSU):
Most public and some private colleges and universities have rolling application deadlines, which means applications are reviewed on a continual basis as they become complete.
□ Submit your portion of the application, including the essay (if required) and pay the application fee at the time of submission unless the school instructs you to send the fee separately.

□ Fill out an Application Cover Sheet (available in the college counseling office).

□ Request to have your SAT and/or ACT scores sent to the college.  The College Board and/or ACT, Inc. will send an official score report directly to the college.
□ Teacher recommendations at some rolling schools are often not required, but they are optional.  If you would like to include an optional teacher recommendation, give each teacher you have asked a business-sized envelope stamped with one first class postage stamp addressed to the college.  Your teacher will mail the recommendation directly to the college.

□ Give your college counselor the following items:

· The completed Application Cover Sheet

· The completed Secondary School Report form provided in the application

· A large envelope that is pre-addressed to the college.  (It does not need to include postage.)
Your college counselor will mail the Secondary School Report Form and your official transcript directly to the college.

UC/CSU:
□ Complete the on-line application.  

□ Fill out an Application Cover Sheet listing each UC or CSU campus to which you are applying.  Give this to your college counselor.

□ Teacher and counselor recommendations are not accepted and transcripts are not sent at this time.  

Once your application is received, UC will send you a confirmation email.

