
College Access TOOLKIT

Review college list 
Know which type of post-secondary 
program you want to attend

Use planner resource

Request admissions 
information
from colleges on your list 

Host a conversation  
at home with family  
or support system
Where do you want to go?  
What is the cost of college?  
Do you want to live on campus? 
what do you want to major in?

Focus on maintaining 
or increasing your GPA 
Calculate GPA

Save money  
from a summer job 

Go on college visits 

Brainstorm 
college essay ideas with your  
CAP Coordinator 

College Essay Tool

Meet with your 
school counselor 
and CAP Coordinator to 
double check that you will 
have enough credits at the end 
of the year to graduate and 
that the credits meet college 
admissions requirements. 

Are You On Track?

Continue to visit: 
phillygoes2college.org

AUGUST CHECKLIST NOTES

Have you had a conversation 
with family members about 

going to college?

 YES     NO

List of interested majors  
and schools:

College Access Program (CAP) Coordinator 
 

Student Name	 High School 

http://www.educationplanner.org/students/preparing-for-school/checklists/high-school.shtml
https://gpacalculator.net/admission/
https://www.collegeessayguy.com/blog/college-resume-templates
https://bigfuture.collegeboard.org/plan-for-college/college-prep
https://phillygoes2college.org


SEPTEMBER CHECKLIST NOTES

Have you created an  
account on the  

Common App portal? 

 YES     NO 

Connect your Naviance  
account to the  

Common App portal 

Outline of college essay 
completed

Attend a financial aid 
workshop (hosted by CAP)

Attend a college admissions 
presentation/workshop  

(hosted by CAP)

Finalize list of schools you’re 
applying to and deadlines

Ask/request 
recommendation letters? 

 YES     NO

Set reminders 

in phone calendars for all 
admissions deadlines for all 
interested colleges: 
Match and Fit Tool and 
Comparing Colleges Worksheet  
	

Create separate folders
for each of the schools that 
interest you and keep the  
materials organized

Meet with CAP 
coordinator
to prepare for what information is 
needed for the Free Application 
for Federal Student Aid (FAFSA)

• �Collect documents needed  
for FAFSA from parent(s)

Start completing  
early admission  
college application
Applying to College

Attend Virtual Tours 
of college campuses/visit college 
campuses if you can

Begin checking email
at least once a day to make sure 
colleges have not emailed you 
requesting additional information

Begin using and  
tracking applications
with your CAP Coordinator: 
College Application Tracker Tool 

Complete a personal 
“brag” sheet
or resume with your CAP 
Coordinator for college 
applications (if needed) 

Begin writing drafts 

of your college essay, work  
with your CAP Coordinator  
as a second set of eyes: 
College Essay Tool and 
brainstorming worksheet 

Meet with admission 
representatives 
who visit your high school 

Ask and then request 

letters of recommendation from 
teachers, school counselors, and 
CAP Coordinators to accompany 
your admissions applications

Collect the needed 
information
to setup an Federal Student Aid 
(FSA) ID for you and your parent(s) 
through the FAFSA (emails,  
social security numbers, etc.)

REMINDER:  
FAFSA opens October 1st 

https://www.commonapp.org
https://www.collegeraptor.com/college-search/
https://crhs.rsd13ct.org/documents/CollegeComparisonWorksheet.pdf
https://bigfuture.collegeboard.org/plan-for-college/applying-to-college
https://static1.squarespace.com/static/56b1169a37013bf29022e13d/t/590ca78903596e9021d01369/1494001545612/Website+College+App+Tracker.pdf
https://www.collegeessayguy.com/blog/college-resume-templates
https://questbridge.s3.amazonaws.com/pdfUploads/5c66028f088d350300fabe53-fb79f8c36cb2d699496ba2eebc6e104e.pdf
https://studentaid.gov/h/apply-for-aid


October CHECKLIST NOTES

Have you and your parent(s) 
both created an FSA ID  

for FAFSA?

 YES     NO 

Is the first draft of your 
college essay completed?

 YES     NO 

Have you checked with 
counselor that transcripts  

and recommendation letters 
were sent?

 YES     NO 

Take the school- 
based SAT
to improve scores or register on 
your own – SAT dates	

create your FSA ID
if you have not already done 
so. Remind parent(s) they also 
need to create an FSA ID

FAFSA #1 Types of Aid

FAFSA #2 Overview &  
Myths Revealed

Continue working on 
admissions essay(s)
College Essay Tool

Submit early college 
applications
Applying to College

Attend college planning and/or financial aid  
information nights 
and college fairs at your high school or at the school district

check email
at least once a day to make sure 
colleges have not emailed you 
requesting additional information

CHECK IF COLLEGES USE 
CSS/FINANCIAL AID PROFILE
and register, if applicable 
CSS Profile

Meet with your CAP 
Coordinator
to develop a college admissions 
and financial aid application plan
Pay for College Video

Request your 
transcript 

be sent by high school to 
college(s) as needed

DREXEL

VILLANOVA

TEMPLE

https://satsuite.collegeboard.org/sat/registration/dates-deadlines
https://www.youtube.com/watch?v=BImpm0_M1C0&list=PLaMyHjgsF4UV-U6h07P8RpgOUxJksupHS
https://www.youtube.com/watch?v=_dsygWzRGRc&list=PLaMyHjgsF4UV-U6h07P8RpgOUxJksupHS&index=4
https://www.youtube.com/watch?v=_dsygWzRGRc&list=PLaMyHjgsF4UV-U6h07P8RpgOUxJksupHS&index=4
https://www.collegeessayguy.com/blog/college-resume-templates
https://bigfuture.collegeboard.org/plan-for-college/applying-to-college
https://cssprofile.collegeboard.org/
https://www.youtube.com/watch?v=P2Md5KgNVaw&list=PLaMyHjgsF4UXu4_4n4lxz2XVFme0StiR2


novembER CHECKLIST NOTES

Finalize admissions 
application(s) 

and make sure all additional 
materials have been received 
by each college

Complete the FAFSA and 
PHEAA applications
to determine your financial 
eligibility: FAFSA and PHEAA

Review and save a copy
of your Student Aid Report  (SAR)

Complete applications 
for scholarships

Follow up
to ensure all letters of recommen-
dation and high school transcripts 
have been sent with your college 
applications to each school

Meet with your CAP 
Coordinator
to check if you were verified  
for financial aid

What is financial aid  
verification? 

Attend college planning and/or financial aid  
information nights 
and college fairs at your high school or at the school district, if you have not 
already done so

check email
at least once a day to make sure 
colleges have not emailed you 
requesting additional information

Ask colleges how 
they send financial 
aid packages out
to accepted students:

• �Portal
• Email 
• �Mail

Have you completed the 
FAFSA with your parent(s)?

 YES     NO 

Have you checked to see if 
you were verified?

 YES     NO 

Have you met with your  
CAP Coordinator about your 

post-secondary plans?

 YES     NO

Have you started to compile a 
list of eligible scholarships?

 YES     NO 

C.C.P.

JEFFERSON

UARTS

https://studentaid.gov/h/apply-for-aid/fafsa
https://www.pheaa.org/
https://studentaid.gov/help-center/answers/article/what-is-sar#:~:text=Your Student Aid Report (SAR,Aid (FAFSA%C2%AE) form.
https://studentaid.gov/apply-for-aid/fafsa/review-and-correct
https://studentaid.gov/apply-for-aid/fafsa/review-and-correct


decembER CHECKLIST NOTES

Finalize admissions 
application(s) 

and make sure all additional 
materials have been received 
by each college

Review and compare 
financial aid packages
offered by each college that 
accepted you

Meet with your CAP 
Coordinator
to check if you were verified  
for financial aid

check your student aid report (sar)
After you have submitted your FAFSA, you will receive your SAR. Check it for any 
errors and share with your family and CAP Coordinator to discuss next steps

check email
at least once a day to make sure 
colleges have not emailed you 
requesting additional information

Have you received a  
financial aid package from 

each college you were 
accepted to?

 YES     NO 

Have you started to apply  
for scholarships?

 YES     NO 

Have you submitted final 
college applications  

(if needed)?

 YES     NO

january–april CHECKLIST

Complete FAFSA 
verification (if needed)

Continue to apply to 
scholarships apply

for Last Dollar Scholarship (Ask 
CAP Coordinator for support)

Make a final decision
about which school you want  
to attend

NOTES

https://philaedfund.org/programs/college-career-resources/philadelphia-scholars/last-dollar-scholarship/


COLLEGE DECISION  
DAY: May 1st
Make your college decision!

submit deposit

Register for classes

Attend orientation day

Schedule placement  
tests (if needed)

may–june CHECKLIST NOTES

name pros cons

my top 5 colleges/universities
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