TRANSCRIPTPROCEDURE(SENIORYEAR)

Student will pick up a Transcript RequestForm from the Guidance Department.

Student will complete and give to the Guidance Counselor the following completedpackage:

1. The completed Transcript Request Form - A Transcript Request form must be
completed each and every time you turn in an application. Up to three schools may be
listed on each Request form; however, if you are not handing in the application, do not
list the college on the Request form.

2. The completed application (or several applications) unless submitted on-line.
3.  The check or money orderstapled to the front of each application, unless paid online.

4. The School Reportfor the guidance counselor to fill out, if college requires it. (SSR)
(Check in the Common Applicatioror in the college application under Counselor Repor)

5. Large, stamped, addressed enveloper each college. You MUst provide 4 stamps
for each envelopeTranscripts will be prepared by the Principal’s Office, counselor will
write school recommendation, and the total package will be sent out to colleges by the
Principal’s Office. The total package being sent to the college will include the
application (1-6 pages), the application check, the transcript, the counselor
recommendation, the school profile, and a return postcard plus any additional essays,
activity lists or other recommendations that the applicant might wish to include. Large
brown envelopes should be used when needed. (Stamps and Envelopes can be
purchasel at the DECA store during lunch hours, if needed.)

Must have 4 stamps

IMPORTANT

The guidance office and front office need @ minimum of 10 school days before the

deadline date to prepare a transcript and process your application — this includes requests for
scholarships as well.

***WATCH YOUR DEADLINE DATES***
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