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EXAMPLE of HIGHLIGHTS 
Admissions Application Requirements Tracking Chart

 (all data is fictitious)

Technical Certificate Program 

College Name:  CircleSaw Institute
Program: Certificate in Welding
Contact information: Dana at extension 4398; www.circlesaw.com
Application deadline: November 15 for winter term admission
	Admissions Task
	Status
	Notes

	Application deadline November 15 for admission in January.
	Decide if I’m going to shoot for January admission or wait until spring.
	Talk to boss and check home schedule.

	Talk to admissions rep.
	Met with Max Wilson on 7/15.
	Lots of applicants, submit soon. Max suggested getting my boss and a former instructor to send recommendation letters to him and he would add to my admissions file.

	Order high school transcript.
	Contacted Central HS; Betty is sending transcript this week. 
	First I need to send them a check for $5 with a note signed by me. (Done)

	Order transcript from prior college.
	Contacted Blue Heron Community College, talked to Hank.
	Online order form, use credit card for $3 fee. (Done)

	Complete and submit online application.
	Need to do!
	Need Blue Heron address; need to decide if using VA benefits.

	Confirm application is complete and was received.
	Call Max one week after submitting online application.
	Email thanks to Max for all his help.

	Other
	
	


EXAMPLE of HIGHLIGHTS 
Admissions Application Requirements Tracking Chart

(all data is fictitious)

Business Certificate Program 
College Name: Not applicable
Program: Professional in Human Resources (PHR)
Contact information: all materials online
Application deadline:  SOON!!!!
	Admissions Task
	Status
	Notes

	Registration deadline is in two weeks to sit for December or January exam.
	Need to register.
	Work on registration this month.

	Locate requirements.
	Need to register on website to see requirements and complete application to sit for exam.
	DO THIS WEEKEND so I know if I am OK or short of requirements.

	Locate study materials and prep course, purchase or register.
	Mary and Teresa took this last year. Ask to borrow their materials and if they took the course.
	Decide if taking prep course.

	Locate test site.
	Society for HR Management (SHRM) website link.
	Test is available during an 8-week block of time.

	Register for exam.
	SHRM website link.
	

	Schedule study time.
	For six weeks an hour a day plus class if I take it.
	Find someone to take notes for travel week.

	Take exam.
	Plan to take the first week in December. 
	Cross fingers.
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Admissions Application Requirements Tracking Chart

(all data is fictitious)

Degree Program 
College Name: Sparkle University
Program: Evening MBA
Contact information: Ravi in admissions 333-432-1111 or ravi@sparkleu.edu
Application deadline: March 1
	Admissions Task
	Status
	Notes

	Application deadline is March 1 for fall admission.
	In process.
	Personal goal is to submit completed application by November 1.

	Register and take GMAT.
	Registered June 12th for August 3rd exam.
	NEED TO STUDY.

	Ask two professors or managers to recommend me. (must use Sparkle U form)
	Ray hasn’t responded. Salina said yes. Sent her the form on July 2nd. 
	If can’t find Ray by August 1, contact Sam.

	Complete online application. 
	Need to start working on this.
	Paper application must include $60, online is free.

	Request transcripts from schools attended. Schools must use Sparkle’s form from the application.
	Sent to Sunflower U, Eastwest Community College and Heffery Grad School on July 10th.
	Submit in sealed envelopes signed by a university official. Send directly to

Sparkle.

	Include current resume in application.
	Polish by September 15th.
	Add recent promotion and relevant volunteer work.

	Essay questions.
	Draft by September 1st. Have Sarah review and comment.
	Complete essay questions by October 15.
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