How to Apply to College Cheat Sheet

NOTE:  If you are applying early decision/action OR under a rolling admission plan, you will need to adjust these deadlines accordingly.

	What to do
	How to do it
	When to do it

	Collect information

· Find out about colleges, yeshivas and other post-high school programs

· Request applications

· Visit the college counseling office
	· Talk to friends and parents, the college counseling office, read information colleges send you in the mail.
	Now! 

Junior & Senior Years

	Create your tentative college list

· Include all schools to which you plan to apply, with deadlines.  

· NOTE: It is easier to list a school and then not apply than to add a school later.
	· See Mrs. Siegel for the “College List Form.”
	Mid-November

	Complete your Applications
	· Write essays with multiple drafts.  Review final drafts with Mr. Tabachnik BEFORE sending anything to schools.
	September - December

	Teacher Recommendations
· Ask teachers who know you well if they would feel comfortable writing a recommendation for you AT LEAST ONE MONTH before application deadlines.
	· Give teachers:

1. The “Teacher Recommendation Form” that is included in most applications.  Be sure to fill out the section with your information before giving it to them.

2. Attach a completed “College List Form” to the top of your “Teacher Recommendation Forms” for each teacher.

· NOTE: You do not need envelopes or postage; instead, the college counseling office will bill you at the end of the year.
	Ask Teachers in early November
Give them the forms by the end of November

*Early October for early applications due in November.

	Counselor Recommendation & Transcripts

· To apply anywhere you need:

1. College Counselor Recommendation

2. An Official Gann Academy Transcript

· GIVE AT LEAST TWO WEEKS NOTICE!
	· Give Mrs. Siegel:

1. The “Secondary School Reports” (or “Counselor Recommendation Forms”) from the applications themselves. Be sure to fill in the required information, but you can leave the “Current Year Courses” section blank. 

2. Attach a completed “Secondary School Report Cover Sheet” (from Mrs. Siegel’s office) to the top of your “Secondary School Reports.”

· NOTE:  Do not give the office envelopes or postage.
	End of November
*Mid-October for early applications due in November

	Standardized Tests
· Once you’ve taken your standardized tests (SAT I, SAT II, ACT, etc.), you need to make sure that colleges receive these scores.  


	· Request score bulletins from ETS (by phone, fax or mail) for the schools where you are applying.

· Find the 4-digit college and scholarship codes in your SAT registration bulletin.

· There is a fee associated with sending scores to colleges, but you can send scores to up to 4 schools free of charge when you register for or take the SAT.
	End of November


Frequently Asked Questions

(By no means an exhaustive list!)

· What if I opted for score-choice on my SAT IIs?

No problem.  All you need to do is first RELEASE the scores and then SEND them to colleges.  You can release scores by phone, fax, mail, or e-mail.  There is no charge to release scores, but you do pay when you send any scores to colleges.

· Can’t the school send my SAT scores?

Yes.  Gann Academy receives score labels for all RELEASED test scores, and these are sent to schools along with your transcript.  While most schools will accept these scores as official, they will ultimately want the scores sent directly from ETS.  Ask Mr. Tabachnik to see a copy of your transcript and score sheet if you have questions about what is being sent to schools.

· If I’m applying early, can I take the SATs in November?

Yes, but you’ll need to RUSH your scores. 

· How many teacher recommendations do I need?  When are the applications due?  Where do I send my materials?

The best advice I can give to you is the following:  READ DIRECTIONS!!  Each college has different directions, deadlines, requirements, etc.  It is your responsibility to read and follow the specific guidelines set up by each school.  For example, some universities (Syracuse, U. Michigan, U. Maryland, U. Mass, SUNY Binghamton, to name a few) require that the ENTIRE application be submitted in one envelope.  If you’re applying to any of these places, give Mrs. Siegel your completed application, along with the application fee or waiver, at least two weeks before the deadline.

· What do I send?  What does the College Counseling Office send?

You are responsible for:  the application itself (including application forms, extra-curricular lists, essays, etc.), the application fee or fee waiver, any supplementary information (portfolio, music tape, etc.) and all financial aid information.  The College Counseling Office sends out all teacher recommendations, transcripts, and information about Gann Academy.

· How will I survive?

You’ll be fine.  Ask for help whenever you need it, and remember that this process is about finding a suitable home for you for the next four (or so) years.  Take it seriously, but have fun doing it!  Ultimately, the application process is your responsibility, but everyone at Gann Academy will do his/her best to help you in any way possible.
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