
 

IMPORTANT INSTRUCTIONS: PLEASE READ CAREFULLY 
 

Northview High School 

10625 Parsons Rd. 

Duluth, GA  30097 
 

Office: (770) 497-3828                 FAX Number: (770) 497-3840 

www.northviewhigh.com                           CEEB School Code:  111148 
   

Step 1Step 1Step 1Step 1 – Make application to the colleges of your choice. Submit online if possible. Double check that your 

legal name, Social Security Number and birth date are entered correctly.  Note any deadlines imposed by 

the college, and plan ahead by two to four weeks (Step 2-6). 
 

Step 2Step 2Step 2Step 2 – Contact the testing agency and order your SAT/ACT scores sent to the colleges. Plan ahead! This 

can take six weeks. SAT:  www.collegeboard.com  or (866) 756-7346; ACT:  www.act.org or (800) 525-6926.  
       

Step 3Step 3Step 3Step 3 – Request teacher recommendations (if asked for by the college) at least four weeks ahead of 

deadlines. Each recommendation should be in a sealed Northview envelope with the teacher’s name signed 

on the back flap. Keep in mind that a verbal “thank you” or card from you to recommender (teacher, 

counselor, etc) would be appropriate and appreciated.  
 

Step 4Step 4Step 4Step 4 – For counselor recommendations, complete a Senior Information Sheet and give it to your 

counselor at least two weeks before the college deadline date. Optional is the Parent Response form which 

provides additional helpful information about you. 
 

Step Step Step Step 5555 – Prepare a 9x12 self sealing envelope addressed to the college. Use a Northview High School 

label for the return address. At a minimum, affix 3 first class stamps to the upper right corner. Insert into the 

envelope any documents required by the college, such as teacher recommendations, essays, résumé, resident 

card, etc. 
 

Step 6Step 6Step 6Step 6 – Complete the Transcript Request form on the back side of this sheet. Attach the counselor 

section (if any), and the transcript fee to the outside of the envelope. (See example on the bulletin board in the 

Career Center). Double check your packet for completeness and accuracy before turning it in to Mrs. Unger. 
 

NOTE:  A sample packet is on the bulletin board in the Career Center. 

See Mrs. Unger if you have any questions at all (but only AFTER you read this) ☺☺☺☺  

 

 

 

 

 
 

OVER ���� 

 

 

 

 

ORDERING TRANSCRIPTS 

• It is the students’ responsibility to track their application status with the college/scholarship program (wait at 
least three weeks to check status online or via a call; keep in mind, the colleges’ application processing time) 

• The Counseling Office is not responsible for missing deadlines due to the student’s inability to follow 
procedures.  

• The Counseling Office is not liable for any lost or damaged materials by the Post Office and/or college. 
 

http://www.northviewhigh.com/
http://www.collegeboard.com/
http://www.act.org/


 

 

 
 

__________________________________________________________              ______________/__________ 
PRINT – Legal Last Name      Legal First Name        Middle Name     Preferred Name                     Graduation Year  /   Date of Birth 
 

 

_________________________________________________________                _________________________ 
                         Name of  College//University/Scholarship Etc.               Postmark Deadline Date 

Due two weeks before college deadline 
 

__________________________________________________________________________                       _________________________________                   
                   City and State of College/Scholarship/University/Etc.                                    Home Email Address 

                                             

IMPORTANT DIRECTIONS:  FOLLOW CAREFULLY 
 

GATHER YOUR INFORMATION:                  PLEASE CIRCLE 
      How did you apply?        Attached    Online    Mailed 
 

 Is there a college application fee attached?         Yes          Online     No 

          (If yes, staple check or money order to your application) 
 

 Does the application have a section for the counselor to fill out? Yes          Online  No 

  (If yes, attach the form to the outside of your envelope) 

 

Does the college require your Class Rank to be reported? Yes          Online  No 

  (If yes, note instructions here) 
  

 Is a formal letter of recommendation needed from your counselor? Yes   No 

  (If yes, give a Senior Information Sheet to your counselor) 
 

 Is a Teacher Letter of Recommendation required? )                                            Attached             No 

  (If yes, place inside the 9x12 envelope – do not mail separately) 

 

 Have your SAT/ACT scores been sent to the college?                     Yes 

  www.collegeboard.com (866) 756-7346 or www.act.org (800) 525-6926 
       

       

PREPARE YOUR PACKET: 
 Are you purchasing your postage-paid envelope from the Counseling Office? Yes No 

  If yes, your transcript and supply fee is $5.00 CASH (no checks)             $5.00 cash 

 

                                                     OROROROR                                                                                           OROROROR 

 

 Are you supplying your own 9x12 peel and stick envelope and postage? Yes No 

  If yes, your transcript fee is $3.00 CASH (no checks)              $3.00 cash 

          Affix sufficient postage to the envelope (at least 3 first class stamps) 

     Properly address the envelope (example and mailing labels are in the Career Center) 

     Use a Northview return address label (available in the Career Center) 
 

---------------------------------------------------------------------------------------FOR OFFICE USE ONLY----------------------------------------------------------------------------------- 
 

 

 
Receive: ______________________                                                    Counselor: ____________________                                          Postmark: ____________________ 

TRANSCRIPT REQUEST    

OVER ���� 

http://www.collegeboard.com/
http://www.act.org%20%28800%29%20525-6926/

