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College/Scholarship Application Process  

Once you have researched your schools and narrowed down your list to 5 -10 

colleges/universities, your next step is to begin applying. Most college applications are now 

found on-line on the college/university’s website. You must: 

1. Access the “Undergraduate or Freshman Application”. In most cases, you can either 

complete and submit the application on-line or download the paper version and mail it. 

Most schools prefer completing the application on line, but a few schools do not allow 

you to submit the application online if you are using a few waiver. For these schools, the 

paper application is your best choice.  

2. After you submit your application electronically, be sure to note any supplemental 

documents that need to be submitted (i.e. the transcript, ACT scores, application fee 

waiver, Counselor verification forms and letters of recommendation). 

3. Log-on to Naviance, and add the schools you have applied to on your college list.  

4. Via Naviance, request the supplemental documents that need to be submitted. 

5. You counselor will fulfill your request within 2 weeks of request. 

6. For those submitting the paper application or have supplemental materials that need to be 

mailed in, you must take the completed application and/or supplemental materials to your 

counselor in a pre-addressed manila or legal size envelope.  

Scholarship Application Process 

As with college applications, most scholarship applications are now found on-line. There are 

a few organizations that forward paper applications, which we can distribute to you. Either 

way, we will be sending you weekly scholarship updates and reminders to your CPS email. 

You must: 

1. Check you CPS email at least once a day. 

2. If you see an application and you meet the criteria listed, complete the application 

on-line or download the paper version.  

3. After you submit your application electronically, be sure to note any supplemental 

documents that need to be submitted. (i.e. the transcript, ACT scores, and letters 

of recommendation). 

4. See you counselor to have your paper application and/or supplemental materials 

mailed. 
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Transcripts 

A transcript is a cumulative record of all of your grades, attendance, non-credit courses, class 

rank, and GPA.  
  An official transcript includes a copy of your ACT scores and has the school seal 

attached; it must be sent electronically or mailed directly from your counselor to finalize 

your college application.  To request an official transcript: log on to Naviance and 

request transcript; also, complete the College Application Documents Request form and 

submit to your counselor. If your transcript must be mailed, bring an envelope addressed 

to the university or scholarship agency you are sending it to. We will stamp it with 

Brooks’ return address as it must be sent directly from Brooks. Until further notice, 

postage will be provided to mail your official transcripts for 5 colleges and 3 scholarship 

applications. Official transcripts can not be given to the student. 

 The unofficial transcript shows the same information as the official transcript. 

However, the unofficial transcript does not have the school seal.  Your counselor can 

issue you an unofficial transcript.  

College Application Fee Waivers 

If you qualify for free or reduced lunch, many of your college application fees may be 

waived. When applying to a school, you must research if the school accepts fee waivers. 

1. If they do accept fee waivers, your counselor will send the NACAC Admission 

Application Fee Waiver on file for you upon your request of your high school transcript 

via Naviance. 
2. If they do accept fee waivers, but they have a specific fee waiver for you to download. 

After you download it, submit it to your counselor in pre-addressed envelope for 

free/reduced lunch verification.  Your counselor will mail it off for you.  
3. If they do not accept fee waivers, you must pay the fee regardless of your lunch status. 

Letters of Recommendation  

If you need a recommendation for a college or scholarship application, first log-in to 

Naviance and complete the Senior Self Assessment. Next, under colleges tab, click on 

colleges I’m applying to and scroll to middle of page to Teacher Recommendations. Click on 

add a request and select teacher from the drop down menu. As a courtesy, be sure to write 

the teacher a brief note in the space provided. 

NOTE: We ask for at least two weeks advanced notice when requesting transcripts, fee 

waivers and recommendations to ensure all of your documents are expedited in a timely 

manner.   
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Counselor’s Contact Information 

Counselor 

 
Contact Information Advisories 

 

 

Aurora Diaz-Meraz 

 

 

 
Phone: 773-535-9970 

Email: adiaz7@cps.edu 
Office Hours: 8:15-3:45 

Freshmen: 706,707 & 708 

Sophomores: 607 & 608  

Juniors: 506,507& 508 

Seniors: 406,407& 408 

 

 

 

Rachel Taylor 

 

 

 
Phone: 773-535-9950 

Email: taylor33@cps.edu 
Office Hours: 8:00-3:30 

Freshmen: 703, 704,& 705 

Sophomores: 604,605,& 606 

Juniors: 504 & 505 

Seniors: 403, 404, &405 

 

 

 

Gale R. Williams 

 

 
Phone: 773-535-9938 

Email: grobinsonwillia@cps.edu 
Office Hours: 7:15-2:45 

Freshmen: 701, & 702     

Sophomores: 601, 602, & 603      

Juniors: 501, 502, & 503 

Seniors: 401 & 402 

   

Counseling Office Fax# 773-535-9946 

   

Website: www.brookscollegeprep.org 

  

@BrooksPrepCSL 
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