Welcome to the

Admissions Application Requirements 
Tracking Chart

This template is a customizable template to help you track the many details in the application process.  The table was created in Word 2007.  To add rows position the cursor in a cell, right click and choose “insert”.  

The information provided in this template may or may not apply to your process.  Use what is useful and change the rest.  
Remember: when you submit your application you are making a first impression with everyone on the admissions committee (professors, deans, administrators.)  These are the individuals who decide if you get to pursue your dream at their institution.  Be thorough, neat and timely.  With hundreds or thousands of applications each year, an application that is incomplete, sloppy or late is likely to be rejected before it is even read.  Think of it like arriving an hour late to meet your date for the prom, after spending the day in the sun, without showering, changing only your shoes and having forgotten the tickets.  Unless your date is like-minded, the outcome may not be what you hoped.  Think ahead.  Make sure the lasting impression you leave is a good one.
If examples are helpful, see the Admissions Application Tracking Example link on the Tools page.  Good luck!
Laura
@backtoschoolforgrownups.com

Admissions Application Requirements

Tracking Chart
Application steps and requirements may vary at each school.  Check with the admissions department to identify their requirements!
College Name:

Program:

Contact information: 

Application deadline:

	Admissions Task
	Status
	Notes

	Gather and review program information and application details.
	
	

	Add your own task
	
	

	Talk to admissions representative to identify application requirements and process.
	
	

	Add your own task
	
	

	Register and take entrance tests.  
	
	

	Add your own task
	
	

	Order transcript from prior schools.
	
	

	Add your own task
	
	

	Request recommendation letters.
	
	

	Add your own task
	
	

	Complete and submit online or paper application.
	
	

	Add your own task
	
	

	Confirm application is complete and was received.
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