____________Date Given to Guidance Office

Recommendation Checklist
Student Name:





Counselor:







Phone:






Email:








Magnet:





# of AP courses:







Things to remember:

· Make sure that you enclose the form that the counselor needs to complete (if there is one). 

· Make sure you have an addressed, stamped envelope for each college/scholarship you are submitting for processing.  Regular-sized envelopes need 2-3 stamps.  Larger envelopes need 4-5 stamps.  

· Paperclip the envelope and forms together for each college/scholarship in order of due date.  Put all this info in the right side of your folder.
· Please do NOT enclose money or checks, which may be lost.  The guidance office is not responsible for lost money.  

· Make sure you give your counselor at least 10 school days to process your applications.  

· Do not list colleges/scholarships below if they are not ready to be processed.  

· If you need a letter of recommendation, counselor will need your RESUME and a LETTER about yourself.  Place this info on the left side of your folder.
	Due Date 

(list in order)
	College/Scholarship
	Transcript ONLY
	Counselor Form
	Letter of Rec
	Other—specify 
	Date Mailed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Special Instructions to Counselor:
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