Requesting a Transcript from Guidance
1. Visit the School Counseling office to pick up a TRANSCRIPT REQUEST FORM.
2. Once your transcript request is filled out, return it to Mrs. McKeiver in the School Counseling Department.  
-  The first 3 transcript requests are FREE.  After that, the cost is $1.00 per transcript.

3. We require a  minimum of 10 school days  to process a transcript and 3 weeks for a counselor recommendation.
4. If a secondary report is needed, please turn it in with the transcript request form.  You can obtain this form from your college’s website if it is required by the college.
5. If a letter of recommendation from Mr. Wunder is needed, please visit our website (https//www.carrollk12.org/chs) under the School Counseling Tab then under College/Postsecondary.  Complete the Senior Recommendation Request form, which includes a copy of the Senior Activity Form.  
6. After completing the recommendation form, please e-mail the document to Mrs. McKeiver at hmmckei@carrollk12.org
7. Mrs. McKeiver will handle the collection and mailing of Mr. Wunder’s recommendation letters as well as all other necessary paperwork.

*It is IDEAL if you can get ALL of your paperwork (Transcript, Secondary School report, and Counselor Recommendation Form) sent to the college at the same time.
*We are encouraging students to complete their 
applications online if possible!!
