COLLEGE APPLICATION PROCEDURES 2004-2005

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 requested, but completed) by OCT. 15th.  Copies of transcripts will be ordered at that time and the college office will not be responsible for sending out transcripts with errors that were not corrected by this deadline.

COLLEGE DATABASE

The second step in the college process is creating your profile on the Beacon College Database.  This database can be accessed from the Beacon website.  After you log on to the portal, click the link at the top of the page that says college. 

· The first time you visit the database click your profile and type in the basic contact information it asks for.

· As you begin to apply to colleges you will create a new entry in the college list section for each college. 

· As you hear back from colleges you will update your admissions status for each school.

The college office will then update the database when students have meetings, when applications materials are sent.

*** DEADLINES ***(for information being requested by the college office)

· OCTOBER 15th – For students who are applying Early Decision/Early Action and have deadlines in November.

· NOVEMBER 1st – December 1st  - The college office will begin accepting regular admission and rolling admission applications on November 1st.  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 includes CUNY & SUNY applications.  

· 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 for paperwork to be completed.  Please plan ahead to avoid missing deadlines.  

CUNY APPLICATIONS

1. Update your college list on the College Office Database
· Add a new entry for each CUNY school that you are applying to.
· Where it asks for “School Name” please type CUNY and a hyphen before the name of the individual CUNY school.  For example, if you are applying to Baruch you will type CUNY-Baruch where it asks for the name of the school.
2. Fill out the CUNY application
· CUNY prints a personalized CUNY application for each Beacon student with your transcript printed on the back.  These applications will be handed out in advisory classes in early October.

· You can apply to up to 6 CUNY schools on your one application form.

3. Fill out a transcript request form

· Transcript request forms can be found in the college office or downloaded from the college website at www.beaconschool.org/CollegeOffice
· This one form should list all CUNY schools you are applying to and should be completely filled out and signed by your parent/guardian.  

4. Bring all application materials to the College Office

· Materials should include:  transcript request form, completed application and a check or money order.

· Checks or money orders 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 application and one fee.

· Paperclip all materials together, include two stamps, NO ENVELOPE IS NEEDED
5. You MUST request that The College Board send SAT scores directly to CUNY.  This can be done at the college board website at www.collegeboard.com.  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.  
6. CUNY 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.  I am asking all students to turn in CUNY applications by December 1st.

SUNY APPLICATIONS

1. Update your college list on the College Office Database

· Add a new entry for each SUNY school that you are applying to.
· Where it asks for “School Name” please type SUNY and a hyphen before the name of the individual SUNY school.  For example, if you are applying to Albany you will type SUNY-Albany where it asks for the name of the school.
2. Fill out the SUNY application

· You can pick up a SUNY application from the college office or apply online at http://www.suny.edu/Student/Apply/Apply.3cfm
· You can apply to up to 6 SUNY schools on one application form (more if you apply online).

3. Fill out a transcript request form

· Transcript request forms can be found in the college office or downloaded from the college website at www.beaconschool.org/CollegeOffice
· This one form should list all SUNY schools you are applying to.  It should be completely filled out and signed by your parent/guardian.  
4. Bring all application materials to the college office

· Bring the transcript request form, the completed SUNY application, and the application fee to the College Office.  The application fee is $40 per SUNY school and can be paid by credit card, check or money order. Checks should be made out to SUNY APC. The payment should be the total cost for all the schools you are applying to.  For example, if the student is applying to 3 SUNY schools, the check should be made out for $120.  The student’s name and social security number should be on all checks.  

· If you apply to SUNY online, there is a form that needs to be printed out and signed by the college office. If you have trouble finding this form, I have copies in the College Office. This form and the application fee (unless paid online) should be brought to the college office so that a transcript can be mailed to the processing center. 

· All applications should be accompanied by the envelope found in the SUNY Application packet (extra envelopes are available in the College Office).  Three stamps should be paper clipped to the application.  Do not stick the stamps on the envelope. A return address is NOT required as I have a stamp with the college office return address.  
5. Fill out a supplemental application form (if applicable)

· SOME SUNY schools will require a supplemental application form asking for additional information such as an essay, letters of recommendation, a list of extracurricular activities and any other supporting information you would like them to consider.  Some schools will send this form to you upon receiving the first part of your application.  This form can also be accessed at : http://www.suny.edu/Student/apply_supp_apps.cfm
· You can be proactive and send the information to them before they ask for it.  ALL SUNY schools will review supporting information if you send it to them prior to their reviewing your application. It is YOUR responsibility to send your supplementary information directly to the individual college’s undergraduate admission offices.  Do not bring supplemental information to the College Office.
6. You MUST request that The College Board send SAT scores directly to each individual SUNY campus.  This can be done at the college board website at www.collegeboard.com or by calling (800) 728-7267.
ALL OTHER APPLICATIONS (private schools, out-of-state schools or the common application):

1. Update your college list on the College Office Database
· Create a new entry on your college list for each school you are applying to.  Please use the formal name of the school.  For example you will write University of Vermont NOT UVM.
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 or downloaded from the college website at www.beaconschool.org/CollegeOffice
· You must fill out a separate form for each school.  Complete all required information and have it signed by your parent or guardian.
4. Mail your portion of the application.  
· You are responsible for mailing your part of the application (including the application form, fee, essay, resume, etc.)
5. Bring your transcript request form and additional forms to the college office
· Additional required forms may be called the Secondary School Report, Guidance Counselor Section, High School Report, etc.  Not every school has one of these. 

· Make sure forms are in the college office at least three weeks before you want them mailed.

· Give the college office one large envelope PER SCHOOL addressed to the individual school’s undergraduate admission office (print clearly).  Paper clip three to four stamps to the envelope.  It is not necessary to put a return address.  I have a stamp for this purpose. 

· I will complete any forms, attach a transcript, the school profile and any counselor recommendations I have written and mail the entire package to the school.

· I will note the date the materials were sent in the college database.  You will be able to access this information from home. 

6. You MUST request that The College Board send SAT scores directly to each individual college.  This can be done at the college board website at www.collegeboard.com or by calling (800) 728-7267.
COMMON APPLICATION
If you are applying to more than one school that uses the common application, it is only necessary to fill-out each form once.  All forms can be copied and used for all schools that accept the common application.  However, you will still need a separate transcript request form for each school you are applying to using the common application.  If you have any questions about the common application, please come to the college office or go to www.commonapp.org.

TEACHER RECOMMENDATIONS

Contact teachers ASAP about writing letters of recommendation.  If they agree, type a letter providing teachers with the following information (and any additional info they request):

· What classes you had with the teacher

· What projects stood out in those classes

· What schools you are planning on applying to 

· What major you are pursuing (if known)

· What date your recommendations need to be mailed by

· Bring teachers all teacher recommendation forms.  They may choose to write “see attached” and attach a separate letter printed on school letterhead instead of filling out the forms.

· Give teachers a separate stamped envelope addressed to the appropriate college admissions office for each school that requires a teacher recommendation. 

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.

I know this is a complicated process.  Please contact the College Office along the way with any questions or concerns!  Good Luck!  There is a great school out there for each of you.  Let’s find it together.  

 - Ms. Binder

COLLEGE APPLICATION DOs AND DON’Ts

DOs

· Make copies of all applications and practice filling them out before using the original forms. This limits mistakes.

· Put your name and social security number on all documents, 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).

· 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 copies of all documents for your files.

DON’Ts

· Don’t try to impress.  Be yourself throughout this process.
· 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 send in a sloppy application.  If you have sloppy handwriting, TYPE.
· Don’t forget to sign your application.  It will not be processed without a signature.
· 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).
· PLAN AHEAD – DON’T MISS DEADLINES.

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)

