Processing your COLLEGE APPLICATION at 

Annapolis High School

1. Obtain applications for the colleges to which you are applying. Most colleges have their applications available online. If you send an application electronically, BE SURE to download and print the “SECONDARY SCHOOL REPORT” section for your counselor.
2. Your counselor has an application for you which contains:

· An AACPS Records Authorization on file

· Activity Sheet

· Self-Evaluation Form

· Transcript Request Form

These must be submitted before a counselor can send information about you to any college. 

3. If you are applying to a college that requires teacher recommendations, you must contact the teacher at least 3 weeks before they are due to the college. Give each teacher a stamped envelope addressed to the college, and confirm that the teachers have mailed the recommendations shortly before the due date. A note of thanks to the teacher will ALWAYS be appreciated. 
4. Mail your applications to the colleges unless a college requires that your counselor mail all items together. 

5. Give your completed application packet to your counselor. All items must be complete and submitted at the same time. A complete packet will contain the following items:

· A signed AACPS Release of records authorization

· The complete mailing address of the college/university

· A copy of any Secondary School Report

· Cash/Check/Money Order for $2.00 per request

       ******Due to the Winter Vacation Break: We ask that ALL transcript requests for January 1st deadlines be submitted by December 1st for prompt processing. 
