Transcripts
- Before you send a transcript, you MUST first apply to the specific college or university. 

- Transcript request forms are available outside the counselor’s office. 

- Make sure to include any additional recommendation forms that may be necessary for the 

  college of your choice. 

- To ensure proper mailing address, you may provide the counselor with a self-addressed 

   stamped envelope for the admissions office of your college.

-  Please allow 3 days for transcript processing. (Do not wait until the last minute to request 

   your transcripts to be sent.)

- It typically takes colleges approximately 2 weeks to distribute their mail. 

  (Therefore, allow at least 3 weeks for your transcript to be delivered and viewed by the   

  admissions office.)   

Letters of Recommendation
- Recommendations should come from those who know you the best (teacher, counselor,  

   employer, coach, etc).

- DO NOT have a family member write a letter of recommendation.

- Allow the recommender at least 2 weeks to write the letter and send it in by the deadline.

- Inform the recommender of the type of recommendation you are requesting (college 

   entrance, scholarship, etc.) so they know what to emphasize in the letter. 

- Provide the recommender with:
1. your resume or “brag sheet” 

2. a self-addressed stamped envelope

3. the deadline date

- Don’t forget to thank your recommender!  (  
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