SAINT AUGUSTINE HIGH SCHOOL
 COLLEGE APPLICATION CHECKLIST
	🛑 STOP — COMPLETE YOUR COMMON APP BEFORE YOU REQUEST A COUNSELOR OR TEACHER RECOMMENDATION.


Use this checklist to make sure your Common App is set up correctly before asking SAHS to submit transcripts, school forms, or recommendations.
1. CREATE YOUR COMMON APP ACCOUNT
Go to www.commonapp.org and create or log in to your account.
Use an email address you check regularly throughout the college application process.
Write down your Common App ID (CAID) — you may need it for transcript requests.
2. COMPLETE YOUR PROFILE
☐ Personal information and contact information
☐ Family information
☐ Citizenship and demographic information, as requested
☐ Education — make sure Saint Augustine High School is listed correctly
3. COMPLETE YOUR ACADEMIC INFORMATION
☐ Enter your current and previous high school information accurately.
☐ Review your grades/course information carefully.
☐ Complete Testing information if you choose to report scores.
☐ Do not guess. Ask your counselor if you are unsure about school information.
4. COMPLETE ACTIVITIES & HONORS
☐ List your most important activities, leadership, service, work, athletics, clubs, and awards.
☐ Use clear descriptions and include leadership roles when applicable.
☐ Proofread for spelling and accuracy.
5. COMPLETE YOUR ESSAY
☐ Complete the Common App personal essay if required by your colleges.
☐ Proofread your essay before submitting.
☐ Make sure the essay is your own work and reflects your voice.
6. ADD YOUR COLLEGES — MY COLLEGES
☐ Add every college you currently plan to apply to.
☐ Check each college's deadline.
☐ Check whether the college requires a counselor recommendation, teacher recommendation, school report, or other forms.
☐ Review each college's specific requirements before requesting recommendations.
7. COMPLETE FERPA — VERY IMPORTANT
Go to My Colleges → Recommenders and FERPA.
☐ Complete the FERPA Release Authorization.
☐ Follow the Common App directions carefully.
☐ Make sure your counselor is listed as your counselor/recommender.
8. CONNECT YOUR COUNSELOR & TEACHERS
☐ Invite your SAHS counselor through Common App.
☐ Use the correct school/counselor information provided by SAHS.
☐ Invite teacher recommenders only after confirming they have agreed to write for you.
☐ Check that invitations show as sent/accepted when applicable.
9. REQUEST YOUR TRANSCRIPT
After your Common App is set up correctly, follow SAHS directions for requesting your transcript through Parchment.
☐ Use your correct Common App ID when requested.
☐ If Parchment says your counselor has not accepted the school forms online, check Common App first and contact your counselor if the issue continues.
☐ Do not create multiple accounts or submit duplicate transcript requests unless instructed.
10. BEFORE YOU SUBMIT
☐ Your name and contact information are correct.
☐ Your high school information is correct.
☐ Your colleges are listed.
☐ FERPA is complete.
☐ Your counselor/teacher invitations are correct.
☐ Your essay and activities are proofread.
☐ You have checked every college deadline.
	⭐ IMPORTANT: COMMON APP FIRST → ADD COLLEGES → COMPLETE FERPA → THEN REQUEST RECOMMENDATIONS / SCHOOL FORMS



Need Help? If something does not match these directions, stop and ask the SAHS Counseling Office before submitting duplicate requests.
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