


...PLEASE refer to the back of this form for important info & instructions on the college application process…

PITTSFORD SUTHERLAND HIGH SCHOOL
COLLEGE TRANSCRIPT RELEASE FORM

Student Name: _________________________________	Cell Phone: ______________________	Date: ______________
Email: ________________________________________	Counselor: ________________	Year of Graduation: _________  
College Name: ___________________________________________________________________________
College Address: _________________________________________________________________________

Application Type:  (Select one and enter due date)   	 Please Remember:  Allow 20 school days for processing

                             Early Decision (Deadline): ______________                  Early Action (Deadline): ___________________
		Regular Decision (Deadline): _____________	         Rolling Admission (Deadline):  ______________

	For Early Decision (ED) Applications Only:
          My parent/guardian and I have signed and submitted the electronic Common Application ED Agreement.
          Initial Here __________



How Applied   (Required – please choose one) :
Electronically through the Common Application	    	
        I have signed my electronic FERPA WAIVER in Naviance Family Connection & Common App Account & Naviance Account are Linked
Electronically using a college-specific online application       
Electronically using online app to a Common App School not using the Common App
Electronically using the SUNY online application                                      
Paper Application                           
Coalition Application 

Information to be Sent:
Academic Transcript
Teacher Recommendation Letters: ________________________________________________
                                                                                               (Please specify teacher names)
                                                                                                                                               
Standard Test Scores
SHS does not forward test scores to colleges.  Official test scores must be sent directly from the testing agency.     (Student’s Responsibility)	-To send SAT Scores, visit www.sat.org
				-To send ACT Scores, visit www.actstudent.org

	I give permission for my transcript and other supporting documents to be sent to the college program stated on this form. I waive my right to access all letters of recommendation used for educational and employment purposes. Also, I give permission for counselors to share my pertinent information with college admission staff regarding my application.
_______________________________________________         ______________________________________________
Student Signature                                              Date                          Parent/Guardian (if under 18)                               Date


     
For Office Use Only:  Date Logged In:  ______________________ Date Sent Out:  _________________________

	         Electronic __________   Mailed __________     Sent by:  _________________
               
COLLEGE APPLICATION PROCESS
The student will:
· Sign the electronic FERPA Waiver in Naviance and make sure your Common Application Account and
Naviance Account are linked especially if you are applying to schools via the Common Application.
· Sign and submit the electronic Common Application Early Decision Agreement (if applicable).
· Submit a Blue Transcript Release Form for every college you apply to.  
· Request submission of official test scores directly from the test agency.
· As you receive decisions back from colleges continue to update the result of your application (i.e. Accepted,
Waitlisted, Denied, Withdrawn) with the Counseling Office.
· Make sure the Counseling Office knows your final post grad plans and final choice of college.


The Counseling Office will:
· Process application documents within 20 school days.
· Submit all required documents including transcript, high school profile, counselor letter of recommendation,
teacher’s letters of recommendation, and required school forms.


Letter(s) of Recommendation
· Letters of recommendation are requested from counselors, teachers, coaches, and administrators.  
· Students should verbally request letters of recommendation and then follow up with a Pink Letter of
Recommendation Request Form.
· Letters of recommendation will be uploaded and submitted directly to the college via Naviance (counselors
and teachers).
· If the letter of recommendation is from someone unable to submit directly to the college via Naviance, please use the Outside Recommender option in Common App.  Directions for this process are available in the Counseling Office.

First Quarter Grades/Midyear Grades
· First Quarter Grades are not automatically sent.  Contact the Counseling Office if the college requests first 
Quarter Grades.
· Midyear grades will be sent to all colleges you have handed in a Blue Transcript Release Form for automatically.


Final Transcript
· The final official high school transcript will be sent to your college/university as soon as possible after the
close of the school year.
· The student does not need to submit a request for his/her final transcript to be sent to the college they will
be attending, however, you need to let the Counseling Office know what your final post grad plans are and
which school you have selected to attend.




