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Class of 2022

 INITIAL – You will request this each time you 
apply to a college, regardless of time of year

 MID-YEAR – You may be required to send an 
additional transcript at the end of first 
semester to report your fall grades
 You only send a mid-year if required by your 

college

 FINAL TRANSCRIPT – You will request that we 
send a final transcript after graduation to 
prove you graduated to your chosen college
 You will order this after May 1
 This transcript is FREE!

•Most colleges require 
an official transcript as 
part of the application.

•Official transcripts cost 
$2 each 

•Sent directly by the 
counseling office (This is 
NOT the one we hand out to you 
each semester – that one is 
UNOFFICIAL)

•Sealed in envelope or 
sent electronically

1: Submit your application to the college

2: Move your college to Colleges I’m Applying To in Naviance

3: Complete Transcript Card in Counseling Office

You MUST sign the transcript card

4: Pay for your transcript (2 options):

a. Pay $2 cash in the counseling office (no checks):

OR

b. Complete the request/pay in MyPaymentsPlus

Move College from “College I’m Thinking About” to 
“Colleges I’m Applying to”

Next, come to the Counseling 
Office to fill out your:

Pay in person in counseling office

$2

For each transcript

(Please bring exact amount)

(This is done at the same time as the 
transcript card…)

Pay in MyPaymentsPlus

Create your own account - rather than your 
parent requesting it for you!

Events & Activities Activities and Services

There are questions that you will need to 
answer about which application you are using, 
deadlines, whether you need a 
recommendation or not, etc.

There is a extra 4% surcharge to pay through MPP

Will appear 24 hours later in counseling portal

Next, Pay for Transcripts
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Know if it is required by the college or not
 If it is not required, DO NOT request one

You officially request a Counselor Recommendation on the   
Transcript Request Card

Three items are needed for a Secondary School Report/Counselor 
Recommendation:

1. Student Self-assessment (ABOUT ME Surveys)
2. Parent Assessment (Parent account ABOUT ME Surveys)
3. Resume (Create directly in Naviance or upload to your journal 

in Naviance)

Also known as a Secondary School Report

All documents required for a counselor 
recommendation must be RECEIVED by 

your counselor…………

NO LATER THAN TWO 
WEEKS PRIOR TO THE 
COLLEGE DEADLINE.

The steps to request the counselor 
recommendation are:

1. Application Submitted
2. Transcript Request

a) This is also your official counselor 
rec. request

3. Student Self-assessment 
4. Parent Assessment 
5. Resume

Work Backwards to Determine All Your Deadlines:
Example:

 Application deadline for the college is: Oct 15.

 Counselor recommendation request deadline : Oct 1st (2 weeks prior).

 The sooner you complete the application, transcript request, 3 counselor rec  
requirements in Naviance, the sooner your rec can be completed!

This means you have:

1) submitted the application to the college

2) completed your self-assessment, parent assessment, and resume 

3) Requested your transcript in Naviance, paid $2, and signed                    
your transcript card

by Oct. 1st for an October 15th deadline.
(Since we are on September break Oct.1, we      
will allow submission by Oct. 4)

Your recommendation is guaranteed to be done by the deadline only if you complete 
requirements by the counselor rec deadline!! 

Counselors have many recs to do so they may not be done the day (or week) after you 
request it but it WILL be done by the counselor rec deadline.

 Know if it is required by the college or not
 If it is not required, DO NOT request one

 Ask the teacher(s) if they would be willing to write a 
recommendation BEFORE you submit a request in Naviance 
 They may require info from you (resume, info sheet, etc.)
 They may not complete the rec until you speak with them
 They may say “no”

 Inform your teacher which college(s) you are requesting 
recommendations to and what their deadlines are.
 Some teachers have deadlines to request a rec but if they 

don’t it is recommended to give them at least two weeks to 
write your recs.

 MORE TIME IS BETTER!!

 Make the request in Naviance

A-E: Ms. Blount

F-La: Mrs. Shearstone

Le-R: Mrs. Gully

S-Z: Mrs. Hamrick
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