
Grafton High School 
COLLEGE APPLICATION  

CHECKLIST AND TRANSCRIPT REQUEST 
Use one form for each transcript request.   

 
Counselor:      ___Mr. Hanley ___ Mrs. Isbell ___Mr. Johnson  
 
Student: __________________________________________________________________________________ 
 
College ___________________________________________________________________________________ 
 
City/State:  ______________________________ College Major: ____________________________________ 
 
Please check below: 
 
1) ___ I have applied online at the college website (includes UW-System schools) 
    OR              
    ___ I have applied using the Common Application 
 
2) ___ I have added my colleges to the “Colleges I Am Applying To” section in my Naviance Student account 
 
3) ___ This college requires an additional “counselor form” to be filled out. 
 
4) ___ This college requires official ACT or SAT scores. (Student must obtain scores from the testing agency.   
            Go to www.actstudent.org or www.collegeboard.org).   
    OR 
    ___ This college accepts unofficial test scores from GHS. Please send my ACT _____ or SAT ______ 

 (date)                 (date) 
 
5) ___ I have requested letters of recommendation (optional-see backside for process) 

-GHS teachers were requested in person and then addded into Naviance Student  
  - Non-GHS teacher letters should be emailed to Mrs. Rieck in the counseling office  
                              krieck@grafton.k12.wi.us  
             Please list recommendation letters we should send to this college:  
 
_______________________________________     _________________________________________ 
 
_______________________________________  _________________________________________ 
 
_______Counseling office should NOT send transcript until letters of rec are received. 
 

6)      Specify any special information we need to process this application (such as: deadlines, IEP  
          documentation, scholarship forms/transcript requirements, etc.) 

_________________________________________________________________________________________ 
 
 _________________________________________________________________________________________ 
 
          SEE OTHER SIDE → 

Counseling Office Use Only 
 
     Date Received _____________________    Date Transcript Sent   _____________________ 
      



 
                       College Application & Naviance Student Procedures 
 

There are different methods of submitting applications when applying to college: 
• Some schools prefer to use their own applications.  If you are applying to these schools, visit 

their website to complete the application.   
• Some schools use the Common Application (which will save time if applying to  

multiple schools using this process). 
 

1. Complete and submit the college application on the college website or Common App website. 
 

2. On the Naviance Student home page, select Colleges I am Applying to under My Favorites 
 

3. Add the college(s) to which you are applying to in Colleges I Am Applying To.   
 
-  Common Application (not the UW System application) – you will need to click on the pink area 
titled Match Accounts. You will need to use your same email that was used when you 
established your Common Application account.  
 
-  IF NOT using the Common Application, click on the pink circle/plus sign and add schools to 
the list (be sure to scroll down and click the Add Colleges button.)  See Mrs. Rieck or your 
counselor if you need assistance accessing your account. 
 

4. Once you have decided to apply to a college, you need to complete the other side of this  
form and turn it in to Mrs. Rieck in the counseling office.   
 

   5.   When you receive an admission decision (admitted, denied, waitlisted), record them for          
         each college on your Colleges I am Applying To. 
__________________________________________________________________________ 
 
Letters of Recommendation: 
Many colleges do not require letters of recommendation.  If needed, then colleges typically want 
1-2 letters: 
 

1. Ask teachers in person first 
 

2. “Request” via Naviance Student.  
 

- Go to the “Colleges I am Applying to” tab, scroll down to the Letters of 
Recommendation section. Click on “Add Request” and you will be able to request 
particular teachers.  
  

3. If you are asking someone other than a GHS teacher to write a letter, the letter writer should 
send the letter electronically to Mrs. Rieck at krieck@grafton.k12.wi.us 
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