GETTING IT DONE: SENDING TRANSCRIPTS TO COLLEGES

In addition to submitting your application, sending test scores, and requesting teacher recommendations, you also need to make sure the College Counseling Office has everything necessary to get transcripts and counselor recommendations to your schools by the deadline.  Below are the steps required to make sure that happens. These steps must be completed TWO WEEKS PRIOR TO A DEADLINE. For example, October 15th for a November 1st application deadline.  November 1st for a November 15th deadline.  If you have early January deadlines, the deadline to follow this procedure is December 7th.

1) If you are applying to colleges using the Common Application, login to your Common Application account and go to the My Colleges tab and select Recommenders and FERPA. The FERPA Release Authorization must be filled out and submitted. This will allow Thayer Academy to submit educational records to colleges on your behalf. It also gives you the choice to waive your right to see letters of recommendation. (We recommend that you waive your right. If you do not wish to waive your right please, discuss this with your college counselor.) Be sure to read the full explanation provided so you understand your options. Check the box saying that your responses apply to all of the colleges on your list. See your counselor with questions if unsure of how to respond.
2) For Common Application schools, log in to your Naviance account and go to Colleges I’m Applying To. Click on Match in the red box on the top of the page.  Scroll to the bottom and insert the email address you use as your login for commonapp.org.  This step connects your Common Application account with Naviance and allows for electronic submission of your supporting documents. If the match process is unsuccessful, please see your counselor.

3) Meet with your college counselor to finalize your college list.  Your college counselor will move your colleges from the Colleges I’m Thinking About list to the Colleges I’m Applying To list.  After the fact, if you need to change the type of application (regular decision, ED, EA, etc) or clarify application method (common app, direct to institution, etc), you can click on the pencil icon in the Edit column and adjust accordingly.  
4) Update your resume in Naviance. Your counselor will use this when writing your recommendation.

5) Complete the senior questionnaire (go to the upper right to the About Me drop down and select My Surveys).  Your college counselor will not begin your recommendation until you complete this.
As the year goes on, you must stay on top of your deadlines. (Don’t forget that we need two weeks notice prior to a deadline!) You also need to keep us updated if your college list changes. Some schools may drop off your list or be added after the fact.  All of these changes must be reflected in Naviance. You must come see your college counselor if you decide to delete an application. You do not need to list all of your colleges at once. Many students do their early round first, then go back in November or December to list their regular decision round.
