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1. Obtain College Applications

_____
Determine whether you will apply Early Decision, Early Action, 


Rolling Admissions or Regular Admissions for each school.

_____
Request a blank applications by phone, mail, or on-line.  Your application should be 
neat, accurate, and complete. 
_____
Request the college supplement for colleges using the Common Application*.
_____
Read all material carefully paying special attention to:

· Deadlines

· What the colleges require(s) of you (tests scores, letters of recommendation, financial aid forms, resume, SAT II’s, etc.)

· Essays and short answer questions.
2. Staying Organized

_____Write important dates and deadlines on a calendar for each application including 

transcript requests, admissions, testing, teacher recommendations, financial aid, etc.

3. Requesting Letters of Recommendation and Transcripts

_____
Request a recommendation from teachers/coaches/advisors by October 1.   
_____
Provide a copy of your Resume.
_____
Provide a letter to your counselor. 
_____
Provide a copy of any additional materials (each college-specific recommendation 
form, counselor form, secondary school report).
_____
Provide each teacher/counselor with a folder that includes, resume, letter, and a 
stamped, neatly addressed envelope (with the College Admissions address) for each college you are applying to and using DuPont Manual High School for the return address (120 West Lee Street, Louisville, KY  40208).  At the bottom of the envelop state the following:  “Please place with the application material of _______________ (student’s name)”
· 9 x 12 Envelope Size with 3-4 stamps.  (Avoid pre-paying stamping)

_____
Provide a due date for each recommendation on the red folder.
_____
Teachers will mail their recommendation directly to the colleges.

_____
Write a thank you card for each person who wrote a recommendation for you.

VERY IMPORTANT:  What to submit in the red folder to your counselor?
The folder should be submitted TEN DAYS prior to application/scholarship deadlines! Make sure your folder is complete when submitting to Mrs. Just (Guidance Office) and wait for her to stamp your folder received. Only write on the folder which colleges you are sending at that particular time. 
· Front cover should list all of the colleges/scholarship with due dates.

· Provide resume*
· Provide a letter to your counselor.
· Stamped & addressed envelopes

· Include any additional materials (counselor form, secondary school report), be sure to fill out the student portion of these forms and submit to your 
counselor.

4. Sending College Admission Test Scores
_____
Have your test scores sent to each college that you are applying to 
_____
Go to www.collegeboard.com for SAT and SAT II Subject Tests
_____
Go to www.actstudent.org for ACT
_____
Colleges will only accept official test scores sent by the testing agency

_____ Test scores are not sent by Manual

5. Financial Aid

_____
 Attend the FAFSA Workshop at Manual on Wednesday, December 1 from 7-8. 

_____
Complete FAFSA as soon as possible after January 1.  Both student and one 
parent/guardian must get a pin number.  Refer to www.fafsa.ed.gov for more 
information.

_____
Complete CSS Profile or other financial forms required by some colleges by the due 
date.

_____
Research and apply for local and national scholarships, grants, or prizes listed on the 
Manual website. 

_____
Research how to obtain student loans, if needed.

6. Finishing Process

_____
Track the status of your application, transcript, test scores, and letter of 
recommendation on each college’s website to ensure that all pieces have been 
received.

_____
Notify your counselor if a college is requesting a Mid-Year Report. (Give counselor a 
neatly written stamped envelope addressed to the college admission department 
along with the required forms of each school).

_____
Notify each college which admits you whether you are accepting or refusing the offer 
of admission.  Be aware of notification deadlines.

_____
Inform your counselor as soon as you have made your decision about which college 
you will attend.  This is essential information for the counselor, in order to have your 
final transcript sent at the end of the senior year.
_____
Send your deposit, housing request and any other required information as soon as 
possible (but no later than May 1) to the college you will attend.

_____
Print a copy of all submitted items for each application.

Get ready for the next chapter in your life!!
*All items marked are available for download on the Manual website. 

