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College Application Checklist

Spring/Summer - Junior Year

Step Task Timeframe Where

☐
1. Ask Teachers for Letters of Recommendation
Ask two (2) teachers to write a letter of recommendation for
you. This conversation needs to take place in person or via
email or Canvas.

Spring Junior Year
Talk to your

teachers in-person

☐

2. Complete the Counselor Information Form
Answer the questions in great detail - pretend these are
questions on your college applications! Your answers will
help your counselor write a comprehensive letter of
recommendation.

Spring Junior Year Student Account
“About Me”

About Me→ Surveys→
Surveys from My School

☐

3. Complete the Teacher Information Forms
This should be completed for both teachers you are asking to
write a letter of recommendation. The information on this
form will help your teachers write a more personalized letter
for you. Teacher Information Form Screencast

Spring Junior Year Student Account
“About Me”

About Me→ Surveys→
Surveys from My School

☐

4. Have your Parent/Guardian Complete the Parent
Information Form
This is optional but it gives your school counselor additional
information from your parent/guardian that may assist in
writing your letter of recommendation.

Spring Junior Year Parent Naviance
Account

HS Website→
Essential Applications

→ Naviance

☐

5. If you are Planning to Play a Sport in College,
Register with the NCAA Eligibility Center
Go to NCAA Eligibility Center and click on Register. Follow
instructions to register for NCAA.

Spring Junior Year

☐

6. Submit Waiver of Rights and Records Release
Form
This form must be submitted to the registrar prior to any
transcript or letter of recommendation being sent.

Spring Junior Year
Waiver of Rights
and Records
Release Form

https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhcpss.instructuremedia.com%2Fembed%2F59dad220-71dd-48f4-9181-76ffd29411ea&data=05%7C01%7CAndrea_Portnoy%40hcpss.org%7Cb77178fca9394cec162b08da29d22ce7%7C96a9ac4c477e4dada2b28ad3fc46790b%7C1%7C0%7C637868279925337001%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=sRH2ypfuVDNuLaCdKQzc%2FjlWK0S8b1sBpMAaZ1a%2Bb60%3D&reserved=0
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
https://id.naviance.com/
http://www.eligibilitycenter.org
https://drive.google.com/file/d/1-HVRjkspdEg0Nz-P2Vg8--4Q73Szr5S1/view?usp=sharing
https://drive.google.com/file/d/1-HVRjkspdEg0Nz-P2Vg8--4Q73Szr5S1/view?usp=sharing
https://drive.google.com/file/d/1-HVRjkspdEg0Nz-P2Vg8--4Q73Szr5S1/view?usp=sharing
https://drive.google.com/file/d/1-HVRjkspdEg0Nz-P2Vg8--4Q73Szr5S1/view?usp=sharing
https://drive.google.com/file/d/1-HVRjkspdEg0Nz-P2Vg8--4Q73Szr5S1/view?usp=sharing
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College Application Checklist

Fall - Senior Year

Step Task Timeframe Where

☐

7. If Using Common Application:
1. Create a Common App account
2. Add all colleges you wish to apply to under “My

Colleges” in your Common App
3. Complete the “Education” section and Sign FERPA
4. Then, MATCH your common app/Naviance accounts

You should MATCH after August 15.

20 School Days
prior to first

college deadline
BUT not before

August 15

☐

8. Add colleges to “Colleges I’m applying to” in

Naviance.

A step-by-step student guide and slideshow for instructions
are linked. You can also watch these screencasts.

20 School Days
prior to first

college deadline
BUT not before

August 15
Colleges→ Colleges I’m

Applying To

☐

9. Invite teacher recommenders in Naviance
(teachers cannot submit without this invitation)
Select the teacher you would like to write a letter for each
college from the drop down menu. Repeat for additional
teachers. NOTE: You will not invite teachers to complete a
recommendation through Common App and Coalition.
You will only invite through Naviance.
Note: You MUST have already asked the teacher to write
your letter AND they have confirmed AND you completed the
teacher information form in Naviance. Sending an invite
through Naviance is the last step.

20 School Days
prior to first

college deadline
BUT not before

August 15
Colleges→ Letters of
Recommendation→

Add Requests

☐

10. Request Test Scores Be Sent To Colleges
Test scores MUST be sent directly by the student from ACT
or The College Board. Log on to your ACT and/or
Collegeboard account and follow the instructions to have
your scores sent to your list of colleges. To learn which
schools are test optional, visit fairtest.org. Also, many
schools allow you to self-report and save money! Check with
your school if this is allowed.

Fall Senior Year -
Check ACT/SAT
Deadlines If

Sending Scores

☐
11. Complete the Free Application for Student Aid
Complete the form as early as possible after it becomes
available.. Maryland FAFSA deadline to be considered for
state aid is March 1st. It’s FREE to complete the FAFSA!

Available Oct 1 FAFSA Application

https://apply.commonapp.org/createaccount
https://www.screencast.com/t/5qoJIMUND7
https://apply.commonapp.org/createaccount
https://id.naviance.com/
https://docs.google.com/document/d/1cAxNJxllmRIHLJOx-tza2degnUyCMx02/edit
https://docs.google.com/document/d/1cAxNJxllmRIHLJOx-tza2degnUyCMx02/edit
https://docs.google.com/document/d/1cAxNJxllmRIHLJOx-tza2degnUyCMx02/edit
https://id.naviance.com/
https://id.naviance.com/
http://www.actstudent.org
http://www.collegeboard.com
http://fairtest.org
http://www.actstudent.org
http://www.collegeboard.com
https://studentaid.gov/h/apply-for-aid/fafsa
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☐
12. Complete the College Scholarship Profile (CSS)
Refer to the list of participating colleges/universities. IF
applicable, should be submitted 2 weeks prior to the earliest
college application deadline.

Available Dec 1 CSS Profile

☐ 13. Submit applications by the deadline dates
posted by the college.
Students do not need to wait for school materials to be sent.

Varies based on
deadlines

College Website,
Common App,
Common Black
College App, or
Coalition App

https://profile.collegeboard.org/profile/ppi/participatingInstitutions.aspx
https://cssprofile.collegeboard.org/

