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Introduction 
 

The following handbook was designed by the West Morris Mendham High School Guidance 

Department to meet the unique needs of our students and families.  The college search process 

should be an exciting time in a student’s life.  However, with so many options to choose from, 

this process can become overwhelming for some. 

 

This handbook is designed is to take you through the search process step-by-step from 

researching schools to testing to the submission of applications, and finding ways to pay for 

college.  This handbook does not replace your interaction with your guidance counselor.  Rather 

it is to serve as a supplement to the many conversations we will have over the coming years.  

 

We hope you find this guide helpful as you embark on this very important process.  We look 

forward to working with you and your family to help select the best school possible for your 

needs.   

 

 

      The WMM Guidance Department 
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Login Information 

 
 Use this page as record of your username and password for key websites throughout the 

college application process.  Remember you will need to create individual logins for any college 

which does not use the Common Application. 

 
Naviance      Common Application 
  

Username:_________________   Username: __________________ 

 

 Password: _________________   Password:  __________________ 

 

 

 

CollegeBoard.org: ______________  ACTStudent.org:   

 

 Username:  ________________   Username: __________________ 

 

 Password:  _________________   Password:  __________________ 

 

 

College: _________________________  College:  _________________________ 

 

 Username:  ________________   Username: __________________ 

 

 Password:  _________________   Password:  __________________ 

 

 

College: _________________________  College:  _________________________ 

 

 Username:  ________________   Username: __________________ 

 

 Password:  _________________   Password:  __________________ 

 

 

College: _________________________  College:  _________________________ 

 

 Username:  ________________   Username: __________________ 

 

 Password:  _________________   Password:  __________________ 

 

 

 

 



5 

 

College Admissions Timeline 
  

Use this timeline to make sure you are keeping up with key benchmarks in the search and 

application process. 

 
Junior Year 

 

September 

  - Visit College Admissions Reps at lobby table during lunch 

 

October 

  -Register and take the PSAT 

  - Visit College Admissions Reps at lobby table during lunch 

  

November 

  -Visit College Admissions Reps at lobby table during lunch 

 

January 
  -Meet with your guidance counselor for the Junior Conference to discuss college  

planning 

  -Begin your college search using Naviance 

  -Organize your testing schedule (SAT, ACT, SAT Subject Tests, AP, & IB) 

 

February 

  -Continue your college search 

  -Schedule college visits 

  -Prepare for SAT/ACT  

 

March 

  -Visit college campuses 

  -Possible SAT and/or ACT Test 

 

April 

  -Visit college campuses 

  -Possible SAT and/or ACT Test  

 

May 

  -Ask your teachers for letters of recommendation (both in person and via  

Naviance) 

  -AP Testing 

  -IB Testing 

  -Possible SAT Test and/or SAT Subject Test 
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June 
  -Complete NCAA Clearinghouse (if you plan to pursue athletics in college) go to 

    www.eligibilitycenter.org 

  -Schedule college visits for the summer 

  -Possible SAT, SAT Subject Test, and/or ACT Test 

 

  

July/August 
  - Complete NCAA Clearinghouse (if you plan to pursue athletics in college) 

  -Visit Colleges 

  -View the updated Common Application in early August 

  -Create a Common Application account.  www.commonapp.org 

  -Create online accounts on school websites for schools that do not accept the  

Common Application 

  -WRITE YOUR COLLEGE ESSAY!!! 

 

Senior Year 
 

September 

  -Meet with your guidance counselor to discuss colleges you intend to apply to 

  -Review application deadlines 

  -Meet with an English teacher to review your college essay 

  - Visit College Admissions Reps at lobby table during lunch 

  -Possible ACT Test 

  -Complete CSS Profile for non-federal financial aid.  Go to  

   http://student.collegeboard.org/css/financial-aid-profile 

  -Complete NCAA Clearinghouse (if you plan to pursue athletics in college)  

   www.eligibilitycenter.org 

 

October 
  -Submit all October 15

th
 deadlines by October 1

st
 

  -Submit all November 1
st
 deadlines by October 15

th
  

  -Monitor deadlines, especially Early Action and Early Decision Applications 

  - Visit College Admissions Reps at lobby table during lunch 

  -Possible ACT, SAT and/or SAT Subject Test 

  

November 

  -Submit all November 15
th

 deadlines by November 1
st
 

  -Submit all December 1
st
 deadlines by November 15

th
  

  -Monitor deadlines 

  -Visit College Admissions Reps at lobby table during lunch 

  -Possible SAT and/or SAT Subject Test 

  -Attend Financial Aid Awareness Night in the WMM Library 

 

 

 

http://www.commonapp.org/
http://student.collegeboard.org/css/financial-aid-profile
http://www.eligibilitycenter.org/
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December 
  -Submit all December 15

th
 deadlines by December 1

st
  

-Submit all January 1
st
 deadlines by December 15

th 

  -Possible SAT, SAT Subject Test and/or ACT Test 

  -Create PIN number for FAFSA on www.pin.ed.gov 

 

January 

  -Submit all January 15
th

 deadlines by January 3
rd

  

  -Submit all February 1
st
 deadlines by January 31

st
  

  -Complete and submit FAFSA www.fafsa.ed.gov 

  -Possible SAT and/or SAT Subject Test 

 

February 

--February 1
st
 & February 15th is a major deadline for Financial Aid  

Applications at many colleges 

-Submit all February 15
th

 deadlines by February 1
st
  

-Submit all March 1
st
 deadlines by February 15

th
  

-Possible ACT Test 

 

March/April 

  -Submit all March 15
th

 deadlines by March 1
st
 

  -Monitor application status online 

  -Complete Local Scholarship Applications by April 15th 

  -Attend College Open Houses 

  -Attend accepted student days at your colleges 

  -Review your Financial Aid Packages with college financial aid advisors 

  -Send in your deposit to your new college! 

 

May 

  -Deposit to your college due by May 1
st
  

  -AP Testing 

  -IB Testing 

  -Complete Senior Survey on Naviance by May 25
th

 

  -Submit any awarded scholarships to guidance by May 15
th

 for publication in the  

graduation bulletin. 

  -Meet with your guidance counselor to confirm your post-secondary plans and  

exit meeting. 

 

June 

  Graduation!!! Enjoy your last summer before college!
 

 

 

   

 

 

 

http://www.pin.ed.gov/
http://www.fafsa.ed.gov/
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Recommended Testing Timetable 
Grade 9 

 In June – take SAT Subject Tests after successful completion of the appropriate subject 

areas; (e.g., take the SAT Subject Test in Biology after successful completion of Honors 

Biology); registration takes place on www.collegeboard.org; consult teacher and 

counselor for more information 

Grade 10 

 In October – take the PSAT as practice for the SAT; keep in mind the PSAT must be 

repeated in Grade 11 for National Merit Scholarship consideration; registration takes 

place in the Guidance Office 

 In June – take SAT Subject Tests after successful completion of the appropriate subject 

areas; registration takes place on www.collegeboard.org; consult teacher and counselor 

for more information 

Grade 11 

 In October – take the PSAT as practice for the SAT and in order to qualify for National 

Merit Scholarship awards; registration takes place in the Guidance Office 

 In January/February/March/or April – take the SAT and/or the ACT; registration for 

the SAT takes place on www.collegeboard.org and registration for the ACT takes place 

on www.actstudent.org 

 In May/or June – take the SAT and/or the ACT again, if need be 

 In May – take IB exams at the Standard Level after successful completion of the 

appropriate subject areas; registration through the IB Coordinator 

 In May – take AP exams after successful completion of the appropriate subject areas; 

registration takes place on-line through the Guidance Office; consult teacher and 

counselor for more information  

 In June – take SAT Subject Tests after successful completion of the appropriate subject 

areas; registration takes place on www.collegeboard.org ;  consult teacher and counselor 

for more information 

Grade 12 

 In September/October/or November – take the SAT and/or the ACT again, if need be 

 In October/or November – take the SAT Subject Tests if required by your college; 

registration takes place on www.collegeboard.org; consult teacher and counselor for more 

information 

 In May – take IB exams at the Higher Level after successful completion of the 

appropriate subject areas; registration through the IB Coordinator 

 In May – take AP exams after successful completion of the appropriate subject areas; 

registration takes place on-line through the Guidance Office; consult teacher and 

counselor 

http://www.collegeboard.org/
http://www.collegeboard.org/
http://www.collegeboard.org/
http://www.actstudent.org/
http://www.collegeboard.org/
http://www.collegeboard.org/
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Testing 

 
Standardized testing is a necessary portion of the admissions process at most colleges and 

universities.  Schools use these tests as a way to gauge college readiness. This remains the model 

for the majority of U.S. colleges. 

 

Other schools may allow for “Test Optional” admissions policies. Test optional admissions 

means that students are not required to submit SAT or ACT scores to be considered for 

admissions. A list of these schools can be found at www.fairtest.org. 

 

Despite a growing number of test optional schools you will most likely still need to take the SAT 

or ACT to gain college admission since not every school participates in testing optional 

admissions. Here are descriptions of the most common standardized tests.  

 

PLAN: 

The PLAN, administered in March of sophomore year at WMMHS, serves as the midpoint check 

of academic progress in high school. It is designed to improve students' preparation for 

education, training, and work after high school while they still have time to adjust their high 

school courses. PLAN has content similar to the ACT and the results can be used to predict a 

likely ACT score.  No registration is necessary as it is conducted within the school day as a 

district test of record. 

 

PSAT: 

The PSAT is typically offered on the 3rd Saturday in October and is available to all sophomores 

and juniors. Taking the test as a junior will qualify you for some scholarship consideration and 

identify you to colleges as a potential applicant. 

The PSAT results provide specific feedback regarding performance on the test, including the 

correct answer to each question, your answer to that question, and what type of question it was. 

This feedback is very helpful in planning test prep for the SAT. 

 

SAT: 

The SAT tests your knowledge of reading, writing and math. Most students take the SAT during 

their junior or senior year of high school and almost all colleges and universities can use the SAT 

to make admission decisions. Admissions offices use the SAT as a predictor of college academic 

success. The SAT is offered at Mendham and Central, as well as numerous neighboring schools, 

on multiple Saturdays throughout the year. Visit www.collegeboard.org  for test dates and 

registration.  

 

SAT Subject Tests: 

These are one hour, multiple choice exams given in specific subject areas. Some of the most 

competitive colleges and universities require one or more of these tests for admission and other 

colleges and universities use them for placement in courses. Students should contact college 

admission offices to determine if the college requires Subject Tests. The SAT Subject tests are 

offered at Mendham and Central, as well as numerous neighboring schools, on multiple 

Saturdays throughout the year. Visit www.collegeboard.org  for test dates and registration.  

 

http://www.fairtest.org/
http://www.collegeboard.org/
http://www.collegeboard.org/
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ACT: 

The ACT is a national college admissions examination that consists of subject area tests in 

English, Mathematics, Reading, Science, and an optional Writing. However, students SHOULD 

take the ACT with Writing for admission into a 4-year college or university. ACT results are 

accepted by all 4-year colleges and universities in the U.S. The ACT is offered at Mendham and 

Central on numerous Saturdays throughout the year. Visit www.actstudent.org for test dates and 

registration.  

 

AP: 

Advanced Placement (AP) Exams are 3 hour exams in specific subject areas and are designed to 

be taken upon completion of an AP course or the equivalent. They are rigorous exams that 

include both multiple choice and essay sections. More than 1,400 colleges and university accept 

AP credits. AP exams are not typically used for admissions purposes. Speak with an admission 

representative to discuss that college’s AP policy. Registration takes place through the Guidance 

Office every March. AP Exams are only offered on specific dates in May. 

 

IB: 

International Baccalaureate Exams are taken by students to fulfill requirements in their IB 

diploma or certificate programs. These exams are not typically used for admissions, though a 

score report including junior year SL exams can be sent. Some schools will request predicted 

scores in senior year. Many colleges and universities award credit based on exam scores. Contact 

the admissions office of your colleges to discuss their IB policy. Registration takes place through 

the IB Coordinator in October. 

 

Score Choice: 

Score Choice means that students control which test scores go to which colleges, unless a 

specific college requires ALL testing to be submitted. You may take the SAT and ACT as many 

times as you need. However, please consider that twice is the norm, three times is a lot, and four 

times is not recommended. You should also consider enrolling in preparatory courses or tutoring 

to help you prepare for testing. Guidance counselors have a list of SAT/ACT tutors readily 

available. Consider using Naviance’s “Prep Me” online course free of charge. The charts that 

follow may help you determine whether the SAT or ACT is the most appropriate test for you.  

 

Summary  

1. Meet with your guidance counselor in January to discuss which tests are appropriate for you 

and when to take them. 

2. Take the appropriate SAT, SAT Subject, or ACT Tests in the spring of your Junior year, or 

fall of your Senior year.  

3. Take prep courses or seek tutoring if necessary. Look at Naviance “Prep Me” program for 

free test prep.  

4. Submit the necessary test scores to your colleges directly through the testing agency website.  

 *AP & IB Test scores may be submitted for consideration in admissions at some schools. 

Otherwise you will send the scores directly to the school you matriculate. 
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Differences Between the SAT and ACT 

Below is a chart to help you identify the differences between the SAT and ACT.  
 SAT ACT  

When is it administered?  Seven times per year Six times per year  

What is the test structure?  
 

Ten-section exam: Three Critical 

Reading,  

three Math, three Writing, and one  

Experimental. The Experimental 

section is masked to look like a 

regular section.  
 

Four-section exam: English, Math, 

Reading, and Science Reasoning. 

An Experimental section is added 

to tests on certain dates only, and 

is clearly experimental. *Writing is 

optional, but must be taken for 

admission into 4-year colleges.  

What is the test content?  
 

Math: up to 9th grade basic geometry 

and  Algebra II  

Science: none  

Reading: sentence completions, short 

and long  critical reading passages, 

reading  comprehension  

Writing: an essay, and questions 

testing  

 grammar, usage, and word choice  

Math: up to trigonometry  

Science: charts, experiments  

Reading: four passages, one each 

of Prose, Fiction, Social Science, 

Humanities, and Natural Science.  

English: stresses grammar  

Writing: The Writing Test is a 30-

minute  essay test that measures 

your writing skills—specifically 

those writing skills emphasized in 

high school English classes and in 

entry-level college composition 

courses. 

Is there a penalty for 

wrong answers?  

Yes, ¼ point off for incorrect answers. No  
 

How is the test scored?  
 

200-800 per section added together 

for a combined score. A 2400 is the 

highest possible combined score.  

1-36 for each subject, averaged for 

a composite score. A 36 is the 

highest possible composite score.  

Are all scores sent to 

colleges?  
 

Sometimes. There is a “Score Choice” 

option that allows you to release the 

results from one or more test dates 

(not individual sections).  

*Many colleges still want to see all 

our scores, so you may have to submit 

them all anyway. 

No. There is a “Score Choice” 

option.  

Students can choose which schools 

will receive their scores AND 

which scores the schools will see.  

Are there other uses for 

the exams?  
 

Scholarship purposes. Some colleges 

may use scores for placement.  

Scholarship purposes. Certain 

statewide testing programs. Some 

colleges use scores for placement.  

Best time to register?  
 

At least six weeks before the test date. 

The earlier the better.  

At least six weeks before the test 

date. The earlier the better.  

How to register Online at www.collegeboard.com  Online at www.actstudent.org  

Adapted from the National Association for College Admission Counseling (NACAC).  
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Should I take the ACT or the SAT? 

  

 All sophomores at West Morris Mendham High School take the Plan.  The Plan serves as 

a predictor for your performance on the ACT exam.  Additionally, you have been advised to take 

the PSAT during your sophomore and junior years.  Use your results from those tests along with 

the concordance chart below, provided by www.actstudent.org, to help determine which test is 

most appropriate. Please see your guidance counselor if you need assistance. 

           

http://www.actstudent.org/
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Using Naviance for Your College Search 

 
 The West Morris Mendham High School Guidance Department strongly advises you to 

use Naviance to assist with your college search.  Naviance allows you to search for colleges 

based on your own individual criteria.  You will also be able to see how you compare to past 

Mendham students that have been admitted to your prospective colleges. 

 

Another important benefit in using Naviance is building a list of “Colleges I’m Thinking 

About” which can be viewed by your counselor.  The Guidance office can then easily share 

information with students or notify them when a representative might be visiting Mendham. 

 

 Your guidance counselor will show you how to conduct a search using Naviance and 

show you the program’s various features during your Junior Conference.   

 

 The following pages highlight some of features in Naviance that will help you find a 

college or university that meets your individual needs.  Again these are only some of the many 

features Naviance possesses. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Procedure Summary 
 

1.  Attend your Junior Conference with your Guidance Counselor to learn the  

     features of Naviance. 

2.  Save colleges of interest under “Colleges I’m Thinking About.”  

     to view online video tutorials of how to conduct a college search. 

3.  Continually use Naviance to search for colleges. 

4.  Contact your Guidance Counselor with any questions. 
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Basic College Search 

 

 After you have logged into Naviance click on the Colleges Tab and then click on college 

search.  This will take you to a basic college search that will ask you to select a number of 

different criteria.  This will generate a list of schools that match your preferences.  

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Already know the 

name of the college 

you want to look 

up? 

 

Just type it in this 

box here to quickly 

find a school 
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Researching a College 

 

 After you have done your search you can select any of the colleges generated and 

Naviance will provide you a college’s profile like the one below.  In the profile you will find 

information about due dates, enrollment size, admissions contact information, majors, financial 

information, student life, and a link to the college’s website.  Another valuable tool is a 

comparison of your statistics (GPA and test scores) to former Mendham students that have 

applied to this school.   A graph will give you another representation of this data.  “Overlaps” 

can also help you to refine your search.  If this is a school that interests you may also add to your 

list of “colleges I’m thinking about.” 
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Graphs (Scattergrams) in Naviance 

 

 By clicking on graph in the school profile you will be able to view a “scattergram” 

showing the success of our students at a particular college (Moravian College in this 

representation.)  You will see two blue lines that represent the average accepted GPA and 

average accepted SAT score (you can switch to ACT) at the college.  The legend at the bottom of 

the screen will tell you that green boxes are students that have been accepted to the colleges.  

Red “x” represent students denied admission, and blue diamonds are students that were 

waitlisted.  This graph will help you determine if a school is a reach (tough to get into); a safety 

(you most likely will get in); or competitive (you fall within the average of students that have 

been accepted.) 

 

 
 

 

 

 

 

 

 

 



18 

 

Overlaps 
 

 By clicking on “overlaps” in the school profile you will be able to view some additional 

statistics.  Once again we see Moravian College in this representation.  This shows us that 

students who apply to Moravian most often apply to Rutgers, Quinnipiac and so on.   

Subsequently, we can assume that these schools have something in common with Moravian, 

most likely size, location, or selectivity.  This may help you to find other schools to consider. 

We can also see the number of students that have applied to each school from Mendham 

and the percentage that have been accepted.  We are also able to view the average accepted SAT, 

ACT and GPA of Mendham students at each of these schools.   
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Majors 

 

 In the school profile you can click on Majors and Degrees to view the offerings at a 

potential college or university.  You will be able to view the types of degrees (Bachelor’s, 

Master’s, and Doctorate) in each area.  If you know for certain that Biochemistry is your major 

you can click the link and Naviance will generate a list of every school in the country that offers 

Biochemistry.  This may help you select other schools to consider.  CAUTION….only schools 

with a major titled exactly “Biochemistry” will appear.  A college may have the program you are 

looking for, but might have titled it differently, and therefore, it would not appear on this list.  If 

you do not see your intended major in a school profile be sure to visit the college’s website for 

the most accurate information. 
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Colleges I’m Thinking About 

 

 This feature allows you to organize your college search.  To find colleges to add to your 

list click “+ add to this list.” As you find schools you are interested in add them to your list of 

“colleges I’m thinking about.”  You will always be able to quickly access the schools you are 

considering.  This list will show you the type of application it accepts (Common Application or 

not) and due dates.  It also provides links to the college’s website, the graph, and admissions 

contact information.  You can add and/or delete colleges to this list at any time 
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The Campus Visit 

 
 One of the most important, and enjoyable, parts of your college search process is the 

campus visit.  This is your chance to see the school up close and personal.  It is an opportunity 

for you to see the facilities, speak with students, learn about programs, and ask any burning 

questions.  The college visit should give you an idea into what the admissions offices are looking 

for in students.  So here are a few things you should know before you hit the road. 

 

When to Visit 

 

 -When college is in session.  It is in your best interest to see the campus when students  

are there.  Our spring break is an ideal time to visit.  We are off from school and 

colleges are in session.  So start making appointments. 

 -If you can’t go during spring break, many colleges have open houses and tour dates on  

the weekends.  Go to the school’s website and look for these dates.  If you can’t 

find it online call the admission office. 

 -If all else fails you can always go during the summer. 

 

How to Plan a Visit 

 

 -Many schools allow you to book a tour online.  So get on the website. 

 -You can always call the admissions office to ask for tour dates.  They love hearing from  

students, not parents, so you make the call. 

 -Plan at least two weeks ahead of time.  Don’t call the night before.  Show that you’re  

responsible and taking this process seriously. 

 -When you reserve your tour request to speak with an admissions representative after  

your visit.  This will give you an opportunity to ask questions that weren’t 

answered on the tour.  Additionally, it gives the admissions office a change to get 

to know you personally. 

 

What to Bring 

 

 -Questions, and lots of them.  This may be your only time to be on campus before you  

apply.  So take advantage of the opportunity and ask away. 

 -A copy of you résumé and transcript.  It may be wise to schedule an appointment with an  

admissions representative after your tour.  If you have the opportunity to meet 

with a representative give them your résumé and transcript.  Ask them how you 

stack up.  They will tell you where you need to improve to be considered for 

admission. 

 

What to do on Your Visit 

 

 -Look at the dorms.  You may be living there for four years be sure you can see yourself  

there. 

 -Classrooms, Library, and Labs.  Make sure they have the equipment, technology, and  

facilities necessary for your program. 
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 -Make sure you have an understanding of the resources provided for your area of study. 

 -Get a campus newspaper.  See what is happening at the school.  

 -Talk to students.  They will tell you the cold hard truth about a school. 

 -Speak with members of the faculty. 

 -Go to the cafeteria and student center.  See how students interact with each other.   

 -Visit the career services center.  Have a clear understanding of what the school does to  

help its graduates. 

 -Look at the area around campus.  Be sure the college is in an area where you feel   

comfortable. 

 -Speak with an admissions representative about the school. 

 

What to do After the Visit 

 

 -Send a thank you note to any admissions representative with whom you met. 

 -Write down positives and negatives about the school while it’s still fresh in your mind. 
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The Common Application 

 
 The Common Application is an application that is accepted by over 500 colleges and 

universities.  Using this application allows you to apply to multiple schools from one website.  

The WMM Guidance Department requires all students applying to a four year college or 

university to create a Common Application username and password.  You need a Common 

Application account in order for your guidance counselor to submit your transcripts, letters of 

recommendation, and other materials electronically to your schools.   

 You may be asking, but what if my school doesn’t use the Common Application?  Do I 

still need an account?  Yes!  In order for your guidance counselor to submit your transcript 

electronically you must complete the FERPA Form (see page 24 in this handbook), and in order 

for you to complete the FERPA Form you need to enter a Common Application username and 

password.  So… you need to create a Common Application account even if you are applying to 

non-Common App schools!   

 To create your account, go to www.commonapp.org after August 1
st
 and register.   

 

Important Notes About the Common Application 

 

 Once you have created your Common Application account look to see if the schools you 

are applying to accept the Common Application.  The Common Application has a “college 

search” engine to do this.  If your school accepts the Common Application add it to your 

“dashboard.”  By doing this you will always have quick access to your schools’ applications.  

 

Many schools require a supplement to the Common Application.  Be sure to complete 

these supplements before submission. 

 

You do not need to complete any school forms because they will be completed by your 

guidance counselor and teacher and linked to your Common Application via Naviance. 

 

You must pay for your applications before the colleges will consider it complete. 

 

 

http://www.commonapp.org/
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Résumé 

 
 As a high school student you may think you do not need a resume until you are about to 

graduate from college and begin your search for a full-time job.  However, high school student 

need resumes just as much as college students do.  From getting into college to obtaining a part-

time job, a resume is essential because college recruiters and employers alike want to see a brief 

summary of your abilities, education, and experiences.   

 

 Here is what you should include in your high school resume. 

 

Heading 

Your name, address, telephone number, and e-mail address should all go at the top of 

your resume. Be sure to use a permanent address and telephone number.  Also, remember 

to use an e-mail address that sounds professional.  FirstnameLastname@ is the standard 

format for an e-mail address when using it on a resume.  Do not use an email address 

such as hotbody@soandso.com.  It is not professional. 

 

Education/Academics 

In the education section, list the schools you have attended. Be sure to include your GPA 

if it is a 3.0 or higher. You can also mention any academic honors, awards, and/or 

recognitions that you have received. These can include honor-roll recognitions, essay-

writing awards, AP/IB coursework, etc.  

 

Extracurricular Activities 

In this section you will list the clubs, activities, groups, etc. that you have participated in 

during high school.  These activities can and should include those outside the school.  

You should only list things that you have participated in over the past four years. 

 

Awards 

In this section you will list your awards/achievements that you have received throughout 

high school.  (ex. Honor Roll, Captain of a sports team, Gold Award for Girl Scouts, etc.) 

Employment/Work Experience/Volunteer Experience                                                                    

This section of your resume includes your work history.  List the places you worked, 

dates of employment, the positions you held and a bulleted list of responsibilities and/or 

achievements.  

 

*Objective 

An objective lets college recruiters or potential employers know your main goal. If your 

target is a college recruiter, tailor your objective to that specific school. For example, 

your objective may be, "To earn a degree in Psychology at Boston College." If you want 

to get a part-time job, you will need to modify your objective to that particular job, such 

as "To obtain a part-time sales position with Hollister."   

 

 

 

 

mailto:hotbody@soandso.com


27 

 

*References available upon request  

There is no need to include references on your resume.  You can attach a list of 

references to your resume if you are applying for a job.  If you are applying to a 

college/university your recommendations will act as your reference.  

 

*Headings for part/full time employment 

 

 

Resume Tips 

•  Your Resume is always a work in progress, review it before you distribute it and make sure it  

is up to date. 

•  Keep it one page if possible. 

•  Be honest about your skills and work experience.  

•  Make sure you describe activities/clubs such as REACH, ALPS etc. 

•  Include your picture. 

•  Be concise and use action words and phrases 

 

List of Action Words 

 

Assist 

Able 

Action 

Analysis 

Achievement 

Accomplished 

Advanced 

Conduct 

Consult 

Committed 

Conducted 

Contributed 

Coordinated 

Develop 

Deliver 

Design 

Defined 

Diversified 

Devoted 

Distinguished 

Encourage 

Earned 

Enhance 

Evaluate 

Examined 

Extended 

Facilitate 

Formulate 

Fulfilled 

Forecasted 

Generated 

Gained 

Gathered 

Gave 

Headed 

Hosted 

Identified  

Implemented 

Improved 

Improvised 

Influenced 

Launched 

Lobbied 

Maintained 

Managed 

Marketed 

Maximized 

Mediated 

Modernized 

Motivated 

Negotiated 

Observed 

Obtained 

Operated 

Organized 

Originated 

Oversaw 

Participated 

Performed 

Pioneered 

Planned 

Prepared 

Presented 

Promoted 

Provided 

Published 

Pursued 

Quantified 

Ranked 

Received 

Recommended 

Redesigned 

Reengineered 

Reorganized 

Represented 

Restructured 

Revised 

Safeguarded 

Secured 

Selected 

Specified 

Spearheaded 

Standardized 

Strengthened 

Structured 

Suggested 

Superseded 

Supervised  

Targeted 

Taught 

Tested 

Trained 

Transformed 

Transcended 

Unified 

Upgraded 

Utilized 

Validated 

Valued 

Wrote 
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Naviance Resume Builder 

 
Naviance possesses a useful resume building program that we want you to use to construct your 

initial high school resume.  Learning how to build a resume is a necessary life-long skill that will 

reap countless benefits.  To access the Naviance Resume Builder click on the About Me tab, and 

then Resume.  Follow the step-by-step directions.  If you have any questions please see your 

guidance counselor, or Mrs. Taylor in the College and Career Resource Center. 

 

 

 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Procedure Summary 
 

1.  Login into Naviance and access the resume builder. 

2.  Follow the step-by-step instructions to compile your resume. 

3.  Frequently update your resume. 

4.  Speak with your guidance counselor about the inclusion of 

your resume with your college applications. 
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The Admissions Essay 

 
 The admissions essay is the part of the application that gives students the most trouble.  

The essay stands as perhaps your greatest opportunity to convince the college admissions 

counselor to admit you into their college.  Given the importance of this essay it is not something 

that should be written in a couple of hours on a weekend in October.  Rather it should be 

planned, written, revised, proofread, edited, etc. over a long period of time.  We recommend you 

take advantage of your free time over the summer and begin your essay! 

 

 The National Association for College Admission Counseling (NACAC) offers the 

following tips for essay writing.   

  1.  Start Early 

   The more time you have, the less stress you’ll have. 

  2.  Be Yourself 

   One of the biggest mistakes students make is “writing what they think  

others want to hear” 

  3.  Be Honest 

   College admission officers have read hundreds, even thousands, of essays.   

They are masters at discovering any form of plagiarism. 

  4.  Take a Risk 

   Don’t settle for the essay that everyone else is writing. 

  5.  Keep in Focus 

   Use the essay to help the admission officer get to know you as a person. 

  6.  Write and Rewrite 

   Don’t try to write a masterpiece on your first try. 

  7.  Get a Second Opinion 

   Even best-selling novelists ask other people to read their manuscripts  

before they’re sent to the publisher.  Your English teacher is a great person  

to ask.  

  8.  Proofread 

  9.  Don’t Confuse Applying Online with Sending an E-mail 

   Make sure that you put as much effort into an online essay as you would if  

you were sending it snail mail. 

  10.  Word Count 

   Be sure to fall within the word minimum and maximum.  Typically essays  

are 250-500 words. 

 

 The following pages include four essay questions provided by NACAC with a brief 

critique of each essay.   

 

  

 

 

 

 

 

Procedure Summary 
 

1.  During the summer review the essay choices from your colleges and the Common Application 

2.  Begin writing your essay! 

3.  At the start of school bring your essay to an English teacher to edit and critique. 

4.  Upload your final draft to the application websites. 
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Sample Essays 

 

 The following essays are written in response to long and short essay topics.  These are 

actual essays written by applicants applying to a major state university. 

 

Essay #1-  Describe a person who has had a significant influence on your life. 

 

The person who has had the biggest influence on my life would be my twirling coach, 

Nicole.  Not only is she a coach, but a friend and a role model. 

Although some days at practice can be absolutely dreadful, I know that she only screams 

and pushes us to make us better and I love that about her.  Not only is she there for us as a coach, 

but also as a friend as well.  Whenever someone has a rough day, she is the perfect person to talk 

to.  She seems to have the answers to almost everything.  She often sits us down as a team and 

has talks about being the better person in an argument, being a good leader, and most of all, 

being a good person. 

 Not a day goes by that I don’t think about something that Nicole has taught me.  Whether 

it is getting in a petty fight over nothing or just wanting to be lazy and pick up my baton for an 

hour practice, I often think, Nicole wouldn’t be happy with my decision, or Nicole wouldn’t do 

that.  She seems to indirectly alter some of the decisions I make, which I believe are standards 

for a great role model. 

If I would have never met my twirling coach, I don’t know where I’d be today.  So many 

of my decisions I make are influenced by things she says and her actions.  She definitely has had 

a great amount of influence upon my life as a coach, a friend, and a role model. 

 

Critique 

 This essay does not work because it lacks depth.  The writer just skims the surface and 

gives the reader vague details about the coach.  She doesn’t tell HOW her coach influences her 

life.  The writer needed to take this essay to the next level.  The writing also lacks sophistication.  

The word choice and sentence structure are very simplistic. 

 

Essay #2-  If you were to work with a professor to design and help teach a class, what topic 

would you choose and why? 
  

 Like many young adults, I am constantly on the run trying to get to the next activity I 

have scheduled.  The day never seems long enough, and there is always something left undone.  

School, for example, is a source of a lot of stress and anxiety.  I often find myself getting 

distracted thinking about the Calculus test or the English paper, long after they have passed. 

 A year ago I went to a meditation retreat in the Catskill Mountains.  Since then, I have 

been regularly practicing meditation, an ancient yoga practice independent of all religions.  

However, every religion utilizes the value of mediation in one form or another to achieve eternal 

bliss and peace of mind. 

 Although I am somewhat of a “beginner,” I have already witnessed many benefits.  I 

have found I am able to concentrate better and have an increased immunity to distractions.  I find 

meditating helps to relieve much of my tension and enables me to work with much more zeal.  

Many nights I have to study for multiple tests or quizzes, so I meditate a few minutes before I 
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start each new subject.  Once I have done this, my mind is clearer and more responsive to 

information it is fed. 

  At college, I would like to share the wonder of mediation with others to help them 

get through the tough times.  The message of meditation transcends religious lines and can be 

beneficial to everyone.  Working with more accomplished individuals, I would like to explore 

the therapeutic aspect of the practice; and perhaps through statistical historical and spiritual date, 

support this ideology.  The opportunity to work with a professor would help me structure and 

deliver the message better.  Guest speakers as part of a club or college course would enhance the 

experience of mediation.  I believe this course would be a great learning experience and benefit 

for interested students.   

 

Critique 

 This essay is a good short answer response because it is a very specific topic and shares 

a personal experience.  The writer uses clear details and writes well.  This brief answer response 

also shows that the writer is open minded, curious, and motivated to work with others. 

 

Essay #3-  If you were to work with a professor to design and help teach a class, what topic 

would you choose and why? 

 

 If I were to work with a professor to design and teach a class, the topic from my course 

would be a broad study of major modern day religions as Judaism, Christianity, Muslim and 

Buddhism. Through the education this class’s objective would hopefully be to curb prejudice and 

increase tolerance of other religions.  I feel that especially now during this time of crisis in our 

nation that to toleration can only further expound on the unity we now possess. 

 

Critique 

 Even though this is a short answer response, the writer needed to go into more depth.  

The topic is too broad as presented and doesn’t allow the writer to talk about the details.  The 

writer also did not proofread carefully; there are words missing and other grammatical errors. 

 

Essay #4-  Describe the environment in which you grew up and how it has shaped your 

personal goals. 
 

 I grew up in a brick house on Nottingham Drive, a place with old furniture and young 

faces, with small rooms that never seemed empty.  I grew up with my pointy nose buried in 

books, wearing stretch pants and bows and listening to my father’s new songs on the guitar.  I sat 

at a dinner table as girlish voices made fun of that pointy nose along with my big ears, and I 

finally learned to laugh about them.  I grew up with a big-nosed father who always had a joke on 

his tongue and mother who always had an answer.  I heard that as long as I worked hard enough, 

I could do anything. 

 I grew up eating fresh tomatoes from my grandpa’s garden and later saw that same 

garden overrun with weeds.  I grew up during summers at the lake, with cousins who couldn’t 

read until fourth grade and could break every object in sight.  I watched at a distance as relatives 

struggled through life, searching for paths to independence.  I heard stories from the adults’ fold- 

out table, of women abandoned by men whom they depended on. Somewhere amongst those 

stories, I made up my mind not to make their same mistakes.   
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 I grew up with a determination to make something of myself, to stand apart from the 

crowd.  I listened to seemingly endless stories about the Depression, wars and old friends.  I 

wondered if I would ever get a chance to tell my stories.  I wondered what type of stories I would 

have to tell. 

 I began to understand that I have a choice.  I can choose the stories that I want to tell.  I 

can choose whether or not I repeat others’ mistakes.  And I can choose what I make of myself.  

As to how I make these choices, I’m sure that all I have to do is remember the stories from when 

I grew up. 

 

Critique 

 This essay is an excellent example of how concrete details can create a vivid story.  The 

writer’s strong observation skills and sensitivity to her family hold the reader’s attention.  Her 

reflections at the end are well supported by the story.  The writer uses language well and shows 

a sense of style. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Essays from “Step-By-Step to College Workshops for Students” National Association 

for College Admission Counseling (NACAC). 
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Letters of Recommendation 

& 

Evaluation Forms 
 

 College admissions counselors will use your letters of recommendation to gain a better 

understanding of the type of individual you are and your academic ability.  Therefore it is crucial 

that you select appropriate people to write you the best recommendation possible.   

 

 Each counselor in the West Morris Mendham Guidance Department will write a letter of 

recommendation for every student applying to a post-secondary school. This letter will 

encompass all of your activities and accomplishments as well as address any extenuating 

circumstances that the admissions office should know and understand. 

 

 Your teacher letter will address your abilities in their class.  This includes your aptitude 

in writing, speaking, and completing class assignments.  Additionally, the teacher will discuss 

your class participation and ability to work with others. 

 

 In addition to writing a letter your teacher will complete an evaluation form for you 

through the Common Application.  This will be done electronically through Naviance.  If 

possible, all materials will be submitted electronically.  In the event a school does not accept 

electronic submission it is your responsibility to give your teacher a copy of the school specific 

evaluation to complete and a stamped, addressed envelope for the teacher to mail the 

recommendation. 

 

 The following pages include a sample of the “Teacher Recommendation Request” form, 

as well as step-by-step instructions for submitting a letter of recommendation request via 

Naviance.   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                             Procedure Summary 
 

1. Ask 2 teachers to write a letter of recommendation. 

2. Complete “Teacher Recommendation Request” form and submit to teacher. 

3. Give your teacher any school specific evaluation forms for schools that do not        

    accept electronic submissions. 

4. Submit Recommendation Request in Naviance. 

5. Write a thank you letter to your teacher for completing your recommendation.  
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West Morris Mendham High School 

Guidance Department 
 

Teacher Recommendation Request 
 

Student’s Name: __________________________________  Date Submitted to Teacher: 

 

Teacher’s Name: _________________________________  _______________________ 

 

Course(s) with This Teacher (i.e., English 3 AV) ______________________________________ 

 

______________________________________________________________________________ 

 

Thank you so much for agreeing to write this letter of recommendation for me.  I asked you 

because I think you are a teacher who knows me well and who can accurately evaluate my 

potential for academic success in college.  This information may be helpful to you as you write 

the recommendation. 

 

1.  I think my academic strengths in your class were… 

 

 

 

 

 

2.  What I remember most about your class was… 

 

 

 

 

 

 

 

3. I am considering the following college major, or interest, because… 

 

 

 

 

 

 

 

I have also submitted a request for a letter of recommendation via Naviance.  This will allow you 

to view the colleges I am applying and their due dates.  Additionally, you may submit my letters 

electronically as well as the Common Application Teacher Report Form.  I have attached the 

Teacher Evaluation Forms for schools that do not accept electronic submission. 
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West Morris Mendham High School 

Guidance Department 
 

Student Instructions to Request Teacher Recommendations  

Via Naviance 

 
The following are instructions to request a teacher recommendation via Naviance.  You can 

access Naviance by going to the Guidance Department Homepage.  If you have any questions 

please see your counselor. 

 

Step 1-  After you have signed into Naviance please click on the Colleges tab. 
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Step 2-  Then click on Colleges I’m Applying To 
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Step 3-  Click on Add/Cancel Requests 
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Step 4-  Click on the Drop Down Menu and select the teacher you would like to write a letter of 

recommendation. 
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Step 5-  Write a little note thanking your teacher and apprising them of the nearest due date.  

Then select Update Requests 
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Step 6-  You will be able to monitor the completion of your letter by going to the “Colleges I’m 

Applying To” screen.  When the teacher has submitted your letter the status will read complete.   

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

When the letter is done this will 

say “Complete!” 
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Portfolios/Auditions 

 
 If you are considering a major in the fine or performing arts you will most likely have to 

provide a portfolio or perform an audition as part of your admissions process.  In all cases you 

should call the school’s admissions office directly to find out their exact policy for admission to 

these majors. 

 

 Here are some suggestions as you prepare portfolios and get ready for your auditions. 

 

Fine Art (Art, Design, etc.) 

 

1.  Meet with your art teacher and ask them to help you compile a collection of work that best  

demonstrates your abilities. 

2.  Consider putting your collection on DVD to send to the college admissions office. 

3.  Consider creating a website with your works posted so that admissions officers can  

view your work quickly. 

 

Performing Arts (Choir, Band, Theatre Arts, Dance, etc.) 

 

1.  Meet with your instructor so they can help you prepare for your audition. 

2.  If the college wants you to send in your audition, record it and put it on DVD for submission. 

3.  Consider making a website of your greatest performance for colleges to evaluate. 
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Admissions Terminology 

 
 As you begin to determine which schools to apply to you will find that there are many 

different types of admissions that colleges and universities utilize.  Below are descriptions of the 

most commonly used admissions terms.  Be sure to discuss with your guidance counselor the 

best admissions strategy for you. 

 
Regular Decision 

This means you will submit your application to the admissions office by their deadline.   

You will receive the college’s decision by a specified date, typically in the spring. 
 

Rolling Decision 
 There is no set deadline for you to submit your application.  Under rolling admission  

schools review application as they’re submitted and make decisions throughout the  

admission cycle (usually within four to six weeks of submission of the application).  It is usually 

best to get your application in as early as possible since some colleges formulate their incoming 

freshmen class early in the winter. 

 

Early Action 
 With Early Action you send your application by the early deadline and the college sends  

you its decision earlier.  Some colleges do have additional restrictions on their early  

action programs so make sure to read carefully the instructions for each college. 

 

Early Decision 
  When you apply Early Decision you are committing yourself to going to that school.    

You can only do this for one school.  Your application is due early in the fall, and you are  

usually notified in December of the school’s decision.  If accepted you are committed to attend 

and will have to submit a tuition deposit and withdraw all other college applications. 

*Be sure to utilize financial aid calculators to estimate the amount of potential aid you 

may receive if this is a factor in your decision. 

 

Restrictive Early Action 
 You apply to the school of your choice and get a decision early.  Be aware, though, that  

some schools restrict applicants from applying to any other early plans at other schools. 

 

Wait List 
 The school cannot offer admission at the present time.  You may be considered for admission at a  

later date dependent upon the enrollment in the freshmen class.  You will not be notified if you  

are accepted off the Wait List until after May 1
st
. 

 

Conditional Acceptance 
Admission offered on the condition that the student successfully completes specified 

requirements such as attending summer school, taking remedial courses, or maintaining a certain 

GPA during the first semester of study. 

 

Deferred Decision 

 The school cannot make a decision on your application at this time.  They will consider it at a 

later date. 
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Application Submission Procedures 

 
 Before you submit your college applications you need to be sure to have completed the 

following: 

 

1.  I asked my teacher(s) to submit my recommendation and Common Application Teacher 

Evaluation via Naviance.  I have added the teachers’ names to my Naviance account. 

 

2. I have submitted brag sheets and resume to my  counselor three weeks prior to my deadlines. 

 

3.  I have submitted my SAT or ACT scores online the testing website (either College Board or 

ACT) to the college or university. 

 

4.  I have uploaded my essay and short answers into the Common Application or the college 

website. 

 

5.  I have a credit card available to pay for the submission of my applications. 
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Financial Aid 
 

 College costs continue to be a significant concern for many families.  There are a variety 

of scholarships, grants, work study programs, and loans available to students.  Here are a few 

things to be aware of when pursuing financial aid. 

 

 The CSS/Financial Profile is a service offered through the College Board. This is the 

link to access the profile: http://student.collegeboard.org/css-financial-aid-profile. Many colleges 

and universities use this to gauge a student’s economic needs.  Not every college uses this profile 

but there are over 400 schools that do.  You should consider completing this in September or 

October of your senior year just in case. This is required for Early Action and Early Decision 

applications at most schools and is often due by December 1. 

 The Free Application for Federal Student Aid (FAFSA) is a must to complete.  All 

loans, and many grants and work study programs, through the college will only be processed if 

you have completed the FAFSA.  You cannot complete the FAFSA until January 1
st
 of your 

senior year.  However, you should go to www.pin.ed.gov prior to January 1 to obtain a PIN 

which will be used to complete your FAFSA. In preparing to complete the FAFSA you should 

have the following readily available: 

 

1. Your tax return 

2. Your parent’s return (if you apply as a dependent student) 

3. Current bank statements, mortgage information, investments, and asset                           

information. 

4. Your PIN Number 

  

You can access the FAFSA at www.fafsa.ed.gov. Remember this is a FREE form. Please 

attend our Financial Aid Awareness Night in November to learn more about the FAFSA. 

 In addition to the CSS/Financial Profile and FAFSA you can also earn Merit 

Scholarships at some schools based on GPA, SAT/ACT scores or special talents.  Please refer to 

the college or university website to learn more about Merit Scholarships. 

 You may also want to pursue scholarships from local or national organizations.  Every 

April the WMM Guidance Department distributes local scholarship applications to seniors 

provided by local organizations.  In addition, we also post many scholarships that come into our 

office in Naviance.  There are many scholarship and financial aid websites available online 

(please see the next page for a list of these sites.) 

 

 

 
 
 
 
 
 
 
 

Procedure Summary 
 

1. Complete CSS/Financial Profile on http://student.collegeboard.org/css-financial-aid-profile in 

September of your senior year 

2. Attend Financial Aid Awareness Night in November at WMM. 

3. January 1
st
 begin and complete FAFSA online at www.fafsa.ed.gov  

4. Be sure to submit FAFSA information to any potential school by February 1
st
.    

5. Complete local scholarship packet (available late March) and return to the College and Career 

Resource Center by April 10
th

. 

6.  Continually check Naviance for scholarship postings. 

http://www.fafsa.ed.gov/
http://student.collegeboard.org/css-financial-aid-profile
http://www.fafsa.ed.gov/
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Financial Aid and Scholarship Websites 
 

College Funding Site    www.nelnet.net/ 

College Scholarships    www.college-scholarships.com 

FAFSA Forecaster    www.fafsa4caster.ed.gov 

Fastweb     www.fastweb.com  

Federal Financial Aid Information  www.studentaid.ed.gov 

Free Application for Federal Student Aid www.fafsa.ed.gov  

Financial Aid Estimator   www.act.org/fane 

Financial Aid Information   www.finaid.org  

Financial Aid Letter    www.financialaidletter.com 

Get College Funding    www.getcollegefunding.org 

Hispanic Scholarship    www.hsf.net 

Loan Information www.wellsfargo.com/student/loans/undergrad/educationconnection 

NJ Financial Aid Information   www.hessaa.org 

Salliemae     www.salliemae.com 

Saving for College    www.savingforcollege.com 

Scholarship Scams    www.ftc.gov/scholarshipscams 

Student Aid     www.studentaid.com 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.nelnet.net/
http://www.college-scholarships.com/
http://www.fafsa4caster.ed.gov/
http://www.fastweb.com/
http://www.studentaid.ed.gov/
http://www.fafsa.ed.gov/
http://www.act.org/fane
http://www.finaid.org/
http://www.financialaidletter.com/
http://www.getcollegefunding.org/
http://www.hsf.net/
http://www.wellsfargo.com/student/loans/undergrad/educationconnection
http://www.hessaa.org/
http://www.salliemae.com/
http://www.savingforcollege.com/
http://www.ftc.gov/scholarshipscams
http://www.studentaid.com/
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NCAA 
 

 If you are considering pursuing athletics in college there are a few key points to know.  If 

you participate in athletics at a NCAA Division I or NCAA Division II school you will need to 

register and be declared eligible by the NCCA Clearinghouse.  Registration must be completed 

online at www.eligiblitycenter.org.  Athletes looking to compete at the NCAA Division III level 

do not need to be declared eligible by the NCAA Clearinghouse.  However, you should still 

access the website to view restrictions and policies as it relates to contact with college coaches 

and official athletic visitations. 

 You should complete the eligibility form in the spring of your junior year.  You will also 

need to submit your SAT or ACT scores to the Eligibility Center directly from the testing 

website.  Your final transcript will be sent to the Eligibility Center after graduation. 

It is also wise to speak to your current coach about compiling an athletic résumé.  All 

college coaches will be asking you for the same basic information.  It will be more efficient for 

you, and look more professional to them, if you have an athletics résumé readily available. 

 

 

 

 

Procedure Summary 
 

1. Go to www.eligbilitycenter.org and complete your eligibility application in June of your junior year. 

2. Request a PIN #. Click on the "List of NCAA Courses" tab on the High School Portal.  Input your six-digit NCAA 

High School Code or six-digit CEEB/ACT Code 310765 or search for your school by name.  Once you access your 

school's page, scroll down to see whether there are courses listed.  If courses are listed, please fill out the PIN 

request form as noted in the step above. 

3. Request a Transcript. A transcript needs to be submitted to the NCAA at the end of your junior year. You need to 

request have your transcript sent through your NCAA Account. Once you have your PIN # and have filled out the 

courses you have completed in high school, you will see a link to send your transcript.  

a. This link will take you to another website, “Parchment.” You will need to create an account in order to do 

this.  

4. Tell your guidance counselor you have submitted your eligibility application so they know that a transcript request 

is coming. 

5. Submit SAT or ACT scores to the eligibility center directly from testing website. The NCAA code is 9999. 

6. Confirm with your guidance counselor which school to send your final transcript to in your senior year. You do not 

need to request a transcript for this through Parchment. 

http://www.eligiblitycenter.org/

