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Plan ahead: Provide counselor/teachers at least 4 weeks prior to .
deadline to complete online reports!

Continue to follow directions below:

Complete transcript request form
e  Complete Student Section, sign it

e If asked, waive your rights to access
this form under the terms of FERPA

¢ (check yes)
i ®  Bring Form(s) to Counseling
Go to Common App online to invite your Invite your counselor online e  Your counselor needs at least 4

counselor

(] Academics section: fill in school info

®  Waive your rights to access this form under

the terms of FERPA (check yes)
(] School Forms: invite counselor

(] Save it: Common App will send email notifica-

tion to your counselor

weeks before due date

o Processes vary, but website should send

email notification to counselor

(] If asked, waive your rights to access this form
under the terms of FERPA (check yes)
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e Make appointment with
counselor/teacher if you need letter
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of recommendation
¢ ®  Provide Resume

Meet with your counselor/teacher

e  Confirm receipt of email (in case incorrect email was input)
e Take your Resume and Student Self Evaluation form to your counselor/teacher appt
e  Provide Letter of Rec. Info Form (Counseling website. See below*)

e Copy of personal essay if available

e  Provide Self Evaluation Form*

®  Provide stamped, addressed enve-
lope for each college with no return
address. Provide sufficient postage
(3 or 4 stamps).
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Check back on Common App online
before deadline to confirm status of
Counselor and Teacher Reports

Check back online before deadline Check back with counseling before

to confirm status of Counselor and deadline to confirm status of report,

Teacher Reports mailing date

Complete transcript request form

v

Return after 2 school days to pick
up transcripts

You are responsible for mailing
transcripts to college(s)

10/10/2011

*Counseling web page: http://www.lwsd.org/school/Ilwhs/counseling/Pages/default.aspx
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