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THE COLLEGE APPLICATION PROCESS

I.
HOW TO RECEIVE COLLEGE APPLICATIONS

A)
City University of New York - Application Fee $65 (personal check,

bank check or money order ONLY MADE OUT TO U.A.P.C.).   NO CASH.
1.
You  MUST apply online at www.cuny.edu 
2.
When you  apply online, you must print out the document receipt and a copy of  the online application.  Make sure the application was actually submitted online.  Bring in a check or money order, if not paying by credit card.  Bring an envelope with two stamps addressed to UAPC. ALWAYS PUT YOUR OSIS # IN THE APPROPRIATE SECTION.
B)
State University of New York - Applications are available in the College Office, Room 223A.  Application Fee - $40 per college (bank check, personal check or money order ONLY made out to S.U.N.Y. A.S.C.).  No cash. If applying online (SUNY.edu), print out a counselor report form and bring it to the college office with envelopes addressed to each school and two stamps on each envelope.  Go to www.suny.edu 
C)
Private Universities - Students must request applications directly from the colleges or apply online. Use the Common Application online or paper when applicable (commonapp.org) College applications will list the application fees.  A number of local private colleges have sent applications to the College Office, Room 223A.  Make sure ALL parts of the Common Application or individual college applications are printed out. (i.e. secondary school report, teacher recommendation forms, mid-year report).
Put Social Security number  (or College ID #) on all checks.
H.S. Code # 330550

QUESTIONS? –Email Rschoen5@schools.nyc.gov or call 718/333-7504
II.
HOW TO COMPLETE COLLEGE APPLICATIONS


A)
Students must complete ALL PARTS OF THE APPLICATION EXCEPT
1.
the Guidance Counselor/College Adviser section (completed by 
 Mrs. Schoenfeld)



2.
recording of SAT/ACT scores and grade point average



3.
teacher recommendation page

III.
HOW TO RETURN COMPLETED APPLICATIONS

A)
A completed application packet will include the following:



1.
application



2.
stamped envelope (2 stamps) addressed to the college 
3.
personal check, bank check, money order or fee waiver (instructions for receiving fee waivers are included at the end of this sheet)



4.
personal essay (if required)


B)
All completed application packets must be returned to the College Office 


Secretary, Room 223A.
C)       At the time that completed applications are submitted to the College Office, students

            must fill out a receipt and a schedule of classes card for each application.  



D)
COLLEGE APPLICATION DEADLINES – November 16, 2009. For SUNY’s priority deadline, applications are due in the college office by NOVEMBER 1, 2009. Any college application that comes to the College Office after November 16, 2009 will be processed when all other applications have been completed and mailed out by the College Office.  The College Office continues to process applications all through the year.  EARLY DECISION/ACTION AND JANUARY ADMISSIONS MUST BE SUBMITTED or those applying for CUNY fee waivers BY OCTOBER 10, 2009.
IV.
HOW THE COMPLETED APPLICATIONS ARE RECORDED


A)
The College Office Secretary will log each completed application in:



1.
the student’s College Folder (which also contains three teacher




recommendations, an autobiography, and a College Office Interview Sheet)



2.
the College Summary Card



3.
the College Office Application Log Book

V.
HOW THE COLLEGE OFFICE COMPLETES APPLICATIONS
A)
The College Office Secretary makes copies of student’s transcripts, SAT/ACT scores (if available), and teachers’ recommendations.  These 
materials are then attached to the applications, and the applications are given to the College Adviser.


B)
For every application, the College Adviser will do the following:



1.
Review the application for completeness, accuracy and legibility.



2.
Complete the Guidance Counselor/College Adviser section.



3.
Write a letter of recommendation.




4.
Return all completed applications (including supplementary 





material) to the College Office Secretary who will bring all  applications to Room 126 for mailing.

VI.
HOW TO RECEIVE FEE WAIVERS
Fee waivers (which exempt students from paying application fees) are available to students from low-income families.  Fee waivers are available for CUNY, SUNY and other college applications.  Students who believe they are eligible for fee waivers must bring proof of family income to the College Office.  Forms of proof include 2007 income tax returns and/or official letters from New York City Social Services Department.  Students who need fee waivers should come to the College Office for more information.

