
Transcript Request/College Application Processing Form  use Black or Blue INK   Date: ________________  

Student Name: ______________________________________  Student ID #:____________________________________________
Counselor (circle one):    Schacht    
   Kofoed 
    Slaughter
 
Pearson   
   Smrt



PLEASE read directions on back of this form carefully. Submit a separate form for each college/scholarship application.
Name of College/Scholarship:__________________________________________________________________________________

College Address: ____________________________________________   City: ________________    State:​​​​​​____  Zip:___________ 
FINAL CHECKLIST – ANSWER ALL ITEMS – All items in BOLD must be YES:

Application due date: ___________________
□YES or □NO – College added in Naviance “Colleges I’m Applying To” 

□YES or □NO – College application is complete and application fee is submitted
□YES or □NO – Transcript fee attached to this form (Transcript Fee:  $3.00 each college/scholarship)

□YES or □NO – Counselor document/recommendation is required by college in my application (i.e., required school report submitted by counselor)

□YES or □NO – Teacher letter of recommendation is required in my application



If Yes to Teacher recommendation:



□YES or □NO – I have completed the “Letter of recommendation questionnaire in Naviance” 



(Under ‘About Me’ tab – Left side)


□YES or □NO – I have asked my teacher(s) to write letter(s) and allowed 2-3 weeks




□YES or □NO – Applying using the College’s Website Application

□YES or □NO – Applying using the Common App




If Yes to Common App:




  □YES or □NO – Met with counselor individually to discuss & match Common App


□YES or □NO – Teacher recommendation letter AND teacher school report completed or in progress
Letter of Recommendation - Special Instructions:

I have discussed the necessity of written recommendations with my counselor. 

If letters of recommendation are required from staff members, list below the names of the persons writing those letters. Please complete the “Letter of Recommendation” form on Naviance.  (“About Me” tab, left side)
Allow teachers 2-3 weeks to work on recommendation letters and ask them to have it done by the date it needs to be sent. 
Two letters maximum. Teachers must upload letters into Naviance.
 Teacher:______________________________________ Teacher:____________________________________________
 

When your application is complete, we submit it, along with an official transcript and all test scores on file. Please speak to your counselor if you have questions regarding your test scores. 
Student Signature: 







Date:  




Parent Signature:







Date:  



For Office Use Only____________________________________________________________       TRANSCRIPT
____Electronically Naviance or Sendedu  (circle one)



____School Profile

Date: ___________By:______ 





____School Report Common App. (Counselor)









____Mid Year Report

____Mailed     
____Student Essay
Date: ___________By:______
____Application Fee Waiver Letter (Counselor)










____Transcript Fee
____Test Scores (If not on transcript) 






 FOLLOW-UP  Mid-Year Report* _____________  Final Transcript* ** ___________ 

*Required for Common App. **Required for NCAA/NAIA
COLLEGE/SCHOLARSHIP APPLICATION PROCESS

BEAR CREEK HIGH SCHOOL
1. Complete the On-line College Application directly from the college or university website

The application materials submitted online by the student should include:

· The completed college application.  Depending on the college(s) you are applying to, this may include an essay, resume/activity sheet, short answer questions, etc.

· The application fee, unless waived by the college

2. For College Applications, Log on to Naviance (For scholarship applications, skip this step – do not enter on Naviance)

· Click on the “Colleges” tab at the top of the screen.  Click on “Colleges I am applying to”  

· Click “Add to List” and add colleges to your list

If using the Common Application, please see your counselor.  

3. Complete a College Transcript Request form available in the Counseling Center or on the Counseling webpage. 

4. Pay a $3.00 application processing fee for every college you are applying to; this is different from the college’s application fee that you pay directly to them.  

5. If a Letter Of Recommendation is required:


Contact your Counselor first to discuss the need for letters of recommendation. If the letter is necessary, contact the teacher in person and complete the letter of recommendation questionnaire (On Naviance, “About Me” tab, on the left).

6. The Counseling Office will process and send:

· The high school transcript

· ACT/SAT Test scores that appear on your transcript.  More and more colleges are requiring your test scores be sent directly from the testing agency and not all tests you have taken will appear on your Jeffco transcript (ACT Writing scores, SAT Subject Exams, AP Test Scores do not).  It is your responsibility to determine specific college requirements and to take the necessary steps to supply what is missing.  Counseling can supply you with an unofficial transcript for review.

· A completed secondary school/counselor report and recommendation, if required

· Teacher recommendations, if required

· A profile of Bear Creek High School

Additional Information

1. Deadlines: All transcript requests should be submitted to your counselor or Ms. McLean at least two weeks prior to any college application or scholarship deadline.  

PLEASE NOTE: The Counseling Office will be closed from Thanksgiving Break and Winter Break.  It is important for you to plan in advance for any deadlines that fall during this time.  

2. A $3.00 processing fee will be required for any transcript that is processed and submitted by the Counseling Office including transcripts sent with scholarship applications, military enlistments and NCAA/NAIA Eligibility applications.  

3. A Mid-Year Report Form, including 7th semester grades, will be required by selective colleges whose application deadline is prior to the end of our fall semester.  A Final Report/transcript will be sent to the school indicated by the student as their final choice after their graduation.  There is not an additional charge for these submissions.

4. We collect information from students on the outcome of their applications to help us advise future students.  We also ask students to report any scholarships received for our graduation insert at the end of the year.

Updated August 18, 2016

