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Magnet:










Phone:
















Email:









Date received by Counseling Office 




(office use only)
	need an 

OFFICIAL TRANSCRIPT ONLY
	need a Secondary School Report Counselor FORM and/or ltr of rec
for schools/scholarships that use ONLY hard copies
	need a Secondary School Report Counselor FORM and/or ltr of rec for schools that use the 
COMMON APPLICATION, SENDedu or another online site

	( Go to www.parchment.com and order a transcript
( The Guidance Office will receive an electronic message once the order is placed and will release the transcript.
	( Fill out the cover sheet of Red Folder—indicate if a Letter of Rec is required
( If a HARD COPY FORM is necessary, paper-clip the form to a manila (9x12) addressed envelope of the college/scholarship  on the right-side of Red Folder
( Also paperclip at least 4-5 stamps for postage (do not adhere stamps)

	( Fill out the cover sheet of Red Folder—check Common App (CA) column & Letter of Rec column (all CA require a letter of rec)

( Counselors will be completing the CA ONLINE 
( Indicate which applications are CA below with their specific deadline/postmark dates

( Via CA website, invite your counselor to complete counselor’s portion online.  
(  Your counselor will receive an email to complete your CA online once you submit your CA.
( If not CA, please list the online link so that counselors know where to submit information




Items to place INSIDE your Red Folder:  (10-day notice required for a letter of recommendation)
	Left-side
	Right-side

	( Any special instructions to the counselor

(Your questionnaire should be emailed to your counselor.)
	(If using a hard copy, College/Scholarship forms paper-clipped to addressed manila envelope (9x12) for each college/scholarship (include 4-5 stamps for each envelope)

(Place in order of submission/postmark/deadline date (earliest to latest)


Fill out the table below that specifies each item in your Red Folder to be completed by your Counselor:
	Postmark/Deadline Date 

(the earliest date)
	College/Scholarship
	Online / not CommApp (list website / link)
	Comm App

(
	*Letter of Rec Required

(
(see note below)
	Date Mailed

(office use only)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*A Letter of Rec is only sent when the College/Scholarship requires this.  Red folders do not have to be submitted unless a counselor secondary school report and/or letter of recommendation is required.   

COUNSELOR


Red Folder








