COLLEGE APPLICATION PROCEDURES 2009-2010
TRANSCRIPTS

The first step of the college process is to check, double check and triple check your high school transcript for errors.  All changes must be made (not just requested, but completed) by Friday Oct. 9th.  We will be uploading transcripts at that time and the college office will not be responsible for sending out transcripts with errors that were not corrected by this deadline.  If for some reason, your change has still not been made by this date – please alert the college office in person.  

NAVIANCE 

· Before the college office will send your transcript to any college, you MUST add the college name to the list of “colleges to which I am applying” on your Naviance account online.  The Naviance website is: http://connection.naviance.com/beaconschool.  
· If you are new to Beacon and do not have a Naviance account, come to the College Office.  If you do not remember your password, follow the “forgot my password” link or come to the College Office for assistance.  
· As you hear back from colleges you will update your admissions status for each school. 
· In addition you will need to make sure you have registered for common app and input your common app user name and password onto Naviance before anything can be sent out by the college office!  To do this go to “my colleges” on the home page and add your info for common app.  
· There will also be a waiver for you to sign to waive your rights (or not) to see your teacher recommendations.  Please note most teacher will not allow you to see their recommendations anyway.
*** DEADLINES ***(for information being requested by the college office)

· OCTOBER 22nd – For students who are applying Early Decision/Early Action or rolling admission and need materials mailed before November 1st. (You may start bringing in transcript requests for EA/ED on October 13th)
· OCTOBER 30th – For students who are applying Early Decision/Early Action or rolling admission need materials mailed before November 15th.

· NOVEMBER 3rd -The college office will begin accepting regular admission applications on this date.  

· If you have an application that has a deadline of Jan. 15th or earlier, you MUST have your requests in NO LATER than December 1st.  This is a very busy time of year for the College Office and we need the time between December 1st and the holiday break to process the volume of paperwork in a timely and accurate manner.

· FOR ALL APPLICATIONS – when you request ANY information that needs to be handled by the college office (this includes applications and scholarship forms) you MUST ALLOW THREE WEEKS (vacation weeks not included) for paperwork to be completed.  Please plan ahead to avoid missing deadlines.  

THE BEACON SCHOOL CODE/COUNSELOR INFORMATION

Many applications will ask for the high school code or CEEB code – Beacon’s is: 333438.  It will also often ask for the counselor’s name, title, phone number, and fax number.  The information for our counselors is: Deborah Heller, School Counselor, 212-245-2807 x499, fax-212-586-8600 or Dara Klein, School Counselor, 212-245-2807 x448, fax 212-586-8600.  

TEACHER/ADVISOR RECOMMENDATIONS

If you have not already done so, contact teachers ASAP about writing letters of recommendation.  Each teacher may have his or her own procedures for you to follow.  You MUST let teachers know in person that you would like them to write a recommendation for you.  In addition you will need to add your teachers as recommenders to your Naviance (on home page click “my colleges” scroll down and pick teachers from drop down menu). Below is suggested information that you prepare for your teachers so that they will be best prepared to write to colleges on your behalf. 
· What classes you had with the teacher and what projects stood out in those classes

· What obstacles (if any) you had to overcome in that academic area

· What schools you are planning on applying to 

· What major you are pursuing (if known)

· What date your recommendations need to be sent by (earliest deadline that you have)
· ADVISOR RECOMMENDATIONS – Do not just assume your advisor is writing your recommendation. Make sure to ask your advisor to write your recommendation.  If there is anything that you would like colleges to know about you that there is not place for you to write in your application, ask your advisor to speak about it in their recommendation (ie. Only being given one science class, having a learning disability, or lower grades in one subject area)

There is no need to print out any forms for teachers or advisors.  These will be sent online by the school when you request recommendations online.

You MUST give teachers at least three weeks notice when requesting recommendations and you should follow up with teachers to make sure everything is completed by the necessary deadlines. ALWAYS THANK YOUR TEACHERS FOR THEIR EFFORTS ON YOUR BEHALF!!!!

SUNY APPLICATIONS

1. Update your college list on Naviance

· Add a new entry for each SUNY school that you are applying to.
· In Naviance, the SUNY schools are all listed in different ways, i.e. some schools are listed as “SUNY College of XYZ,” some are listed as “State University of New York at XXXX” and some listed just by the school’s name without the SUNY identifier (e.g. “Stony Brook University.”)  The easiest way to find your school is to type “SUNY” into the “Search by Name” box, which will pull up the full list of SUNY schools.  
· There are two SUNY schools in BUFFALO – Buffalo State College of SUNY and State University of New York at Buffalo.  Please make sure you pick the appropriate one.
· If you are using a fee waiver for SUNY schools keep in mind that you will only be able to apply to four SUNY schools with the waiver.  If you are EOP then you can do six schools.  If you think you might qualify for EOP (Low income & slightly lower academics) please come see Ms. Heller or Ms. Klein.
2. You MUST request that The College Board send SAT or the ACT center send ACT scores directly to each individual SUNY campus.  This can be done at the College Board website at www.collegeboard.com or the ACT website www.actstudent.org .
3. Fill out an application on the common application, www.commonapp.org for all SUNY schools.  

4. SUNY works on a rolling admissions basis (meaning there is no deadline and applications will be reviewed for admission once all required materials are received by the processing center).  The earlier you send this application the better.  We are suggesting that all students to turn in SUNY application materials by December 1st.
CUNY APPLICATIONS
1. Update your college list on Naviance
· Be aware that there is a “City of University of New York” college listing.  Do not select this option! Add a new entry for each CUNY school that you are applying to.
2. Fill out the CUNY application Online
· Go to: www.cuny.edu/apply. You will be prompted to register for a free CUNY Portal Account.  You must complete this to apply. Once you log on to the CUNY portal you will be able to complete your CUNY application. 

· VERY IMPORTANT – in the Student Information Section under High School/Secondary School Information, where it asks for the name of your high school, Type “BEACON SCHOOL” and click the box that says “search for HS in NYS”.  When you select Beacon School  a new question will pop up asking for you to type in your OSIS # (Office Student Information System Number) which is:______________________.  This is a 9-digit number that can be found next to your name on your Beacon transcript.  You MUST supply your OSIS number, CUNY will obtain your transcript electronically and Beacon will be able to keep track of your application status.  Don’t move forward with your application without filling in your OSIS number.  
· You can apply to up to 6 CUNY schools with the online application.

· Transcript request forms can be found in the college office. This one form should list all CUNY schools you are applying to and should be completely filled out and signed by you and your parent/guardian.  

· CUNY prefers that you pay online, however, if you prefer to pay by check or money order the check should be made out to CUNY UAPC for $65.  All checks should have your name and social security number written on them. You can apply to up to 6 CUNY schools with this one fee. Checks, Fee Waivers and Money Orders should be sent to: University Application Processing Center, PO Box 350136 Brooklyn, NY 11235-0001.  If you are mailing it to the honors college the address is: University Application Processing Center, PO Box 359021 Brooklyn, NY 11235-0001.
· Fee waivers for CUNY are limited and will be given on a first come/first served basis.

3. You MUST request that The College Board or ACT center send SAT/ACT scores directly to CUNY.  This can be done at the College Board website at: www.collegeboard.com or the ACT website at www.actstudent.org .  It is NOT necessary to send the scores to each CUNY campus if you enter the college code 2950 the score will be sent to the University Application Processing Center and will then be accessible to ALL CUNY CAMPUSES.  
4. CUNY (other than the Honors College and Teacher Academy) works on a rolling admissions basis (meaning there is no deadline and applications will be reviewed for admission once all required materials are received by the processing center).  The earlier you send this application the better.  We are suggesting that all students to turn in CUNY application materials by December 1st.
FOR ALL APPLICATIONS BESIDES CUNY 
      1.   Update your college list on Naviance
· Create a new entry on your college list for each school you are applying to.  
2. Fill out all student portions of the application
3. Fill out a transcript request form
· Transcript request forms can be found in the college office. You must fill out a separate form for each school.  It should be completely filled out and signed by you and your parent/guardian.  
4. Mail in any portion of the application you cannot send online.  
· Such as essays, resume, portfolio, outside recommendations, fee waivers
5.    Bring your transcript request form to the college office - DO NOT LEAVE THEM IN           

       OUR MAILBOX!!! – These will be returned to you and transcripts will not be sent!!!
6.   You MUST request that The College Board send SAT scores or the ACT center send ACT scores directly to each 
individual college campus.  This can be done at the College Board website at www.collegeboard.com or the ACT site www.actstudent.org.
IT IS YOUR RESPONSIBILITY TO MAKE SURE THAT EACH OF YOUR SCHOOLS HAS EVERY DOCUMENT NEEDED TO REVIEW YOUR APPLICATION.  IF THEY DO NOT HAVE EVERYTHING THEY NEED BY THE DEADLINE YOU WILL NOT BE CONSIERED FOR ADMISSION.  WE RECOMMEND YOU CALL EACH COLLEGE TO CONFIRM THAT YOUR APPLICATION IS COMPLETE!

FINANCIAL AID

· You will need to fill out the FAFSA (Federal Application for Student Aid) in order to be considered for financial aid.  This form is filled out between January 1st and February 1st at www.fafsa.ed.gov.  However you are encouraged to go to the site now and fill out both the FAFSA worksheet and the FAFSA Forcaster to get an early estimate and a jump start on this crucial document. A financial aid night will also be planned for December to go over this process, much more information to come!

· Some private colleges may require an additional form called the CSS Profile. These colleges feel that they need some further information from families so that they can be sure that they are money to the people who really are in need.  For a complete listing of schools that require this form and to register go to www.collegeboard.com and look under “pay for college”.  This form can be filled out as soon as you have finalized your college list.  Please pay attention to individual deadlines for each school.

SCHOLARSHIPS

· Don’t forget scholarships are another great way to pay for college.  Check out Naviance, Fastweb.com and our weekly bulletins for opportunities.  

· Merit scholarships are also given by most colleges to high achieving students.  For most colleges all applicants are considered but for some there may be an earlier deadline to be considered or a separate merit application.  Check individual colleges for their procedures.

FOR MORE DETAILED INFORMATION ON TESTING, FINANCIAL AID, ETC.  PLEASE REFER TO THE COLLEGE HANDBOOK 

COLLEGE APPLICATION DOs AND DON’Ts

DOs

· Put your name and social security number on all documents you are mailing, including checks (parent’s last names are often different than student’s so always put the student’s name on checks so they can be identified in the event the check is separated from the application).

· When filling out your high school’s name – remember you go to The Beacon School (not Beacon High School)

· Proofread your essay – Don’t just use spell check.  If you name a school in the essay, make sure that you match the correct essay to the correct application.  Sending an essay to Columbia that says, “and that’s why NYU is the perfect fit for me” is NOT GOOD.

· Follow up with each school to make sure they have received all parts of your application.  Do not assume they will notify you if something is missing.

· If there is anything unusual about your transcript (large drop in grades, etc.) be sure to mention it in some part of your application.

· Give as much thought to short answer questions as you would to essays.  

· Make a folder in your email labeled COLLEGE and place every college related email in it!  Also keep all passwords and users names here as well.
· CHECK YOUR EMAIL DAILY!!!  You do not want to miss important information from colleges.

· Remember to be yourself throughout this process!

DON’Ts

· Don’t RUSH … take your time with each application.
· Don’t indicate interest in a major the school does not offer unless it is a school that welcomes students to develop their own majors.
· Don’t forget to send the application fee or fee waiver if you qualify for one.
· Don’t forget to send your test scores to each school you are applying to (if they require them).
· DON’T MISS DEADLINES – PLAN AHEAD!!!
· Don’t forget to keep your parents, teachers, and advisor updated on your college progress
· Don’t forget to thank teachers for writing your recommendations!!
· Don’t forget ALL of senior grades count!!  
CORRECT WAY TO ADDRESS AN ENVELOPE
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------------------------------------------------------------------------------------------------------------------------------------

cut on the above line and bring the bottom portion to the college office with your first application processing request

Terms of Agreement

By signing below, I acknowledge that I have read the College Application Processing Procedures document thoroughly.  I agree to follow the outlined steps and to meet all required deadlines.  I understand that failure to comply with these guidelines will delay the processing of application materials.  

Print Student Name: __________________
 Student Signature__________________________

Print Parent/Guardian Name:__________________  Signature__________________________

Date received in College Office _________ (to be filled out by college office)

