Steps for Transcript/College Application/Scholarship Application Requests

All official transcripts must be requested through the Counseling Secretary, Ms. Davis. Transcript Request Forms are available in the Counseling Center.  Once requested, please give $2/transcript to Ms. Davis (School Counseling Office) to be processed. Once processed, the transcript will be sent directly to the designated college, unless you elect to “hand carry” your own transcript.

If your counselor needs to fill out any forms and/or write a letter of recommendation (in addition to sending the transcript), please follow the steps below:

1. Log into Naviance at: (http://connection.naviance.com/northcountyhs, Username: Email Address (example: Aardvark@yahoo.com), Password: your student ID # (example 012345) and then complete the following:
a. NCHS Awards, Accomplishments, and Activities Log
b. Senior “Letter of Recommendation” Survey on Naviance
c. * request for all official transcripts on form.
d. Complete the FERPA to release the transcript (Colleges tab/Colleges I’m applying to)
e. List all the colleges you are applying to (Colleges tab/Colleges I’m applying to)

*$2 for each official transcript must be paid to the School Counseling office before being sent.

2. Many colleges use the Common Application. If so, please register on CommonApp.org. Once you are registered and have completed your application, you must go to “School Forms” to invite your counselor.

Email addresses:
· Miss  Singer:  CSinger@aacps.org
· Mrs. Drummond: MDrummond@aacps.org
· Ms. Simpson: LSimpson@aacps.org
· Mrs. Hickman(Fino): KLFino@aacps.org
· Juliann Lorditch: JLorditch@aacps.org
· Mrs. Krycia(STEM): KKrycia@aacps.org

3. You must still provide your counselor with the following information via email or paper copy:
a. the name of each college and/or scholarship
b.   the complete address (i.e. Office of Undergraduate Admissions, etc.) and/or a copy of 
			the scholarship description/requirements
c.  **the due date for each application.
d. any additional forms to be completed by the counselor (if the college doesn’t use the 
common application)

4. Please give all information (including transcript payments) to Ms. Davis in the Counseling Office. 
**Please allow at least 2‐3 weeks for processing (check Naviance for the status of your application).
