Admitted Student Files Procedure
1. Enter Student into database.  (Administrative Assistant)

a. Name

b. Eligibility

c. SS#

d. Grade

e. Address

f. Phone number

g. Name of School

h. Parents Names, etc.

i. All other necessary data

2. Get information ready to mail.  (IH- Office Assistant)

a. Print Acceptance Letter (mail merged) & envelope.  (This letter will merge with selected student names & addresses)

b. Print or copy the appropriate Cont. Ed. Specialist’s event calendar and add it to the acceptance packet.

c. Mail the acceptance packet to student.

3. Create an advisor folder (copying all needed forms).  (IH- Office Assistant)

a. Two copies of the information release.

b. Name Label for the file folder.

4. Create a pendeflex file with original forms for the appropriate drawer. (IH- Office Assistant)

a. Left side:  Student Acceptance Packet [Application Review Sheet, Student Application, Parent Application (income side up), Income Guidelines, Recommendation, a copy of Acceptance Letter, Pre-entry Needs Assessment, Eligibility form.

b. Right side:  Grades and correspondence with most recent on top.

c. Name label (color coded by grade) for the file folder.

5. Place the completed advisor folder in appropriate mailing envelope to be mailed once a week. (Envelope stored in office.)  (IH- Office Assistant)

