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Fall 2009 STUDENT Checklist for 
Health Vocation Advisement Committee (HVAC) Application Files

_______ 1. 
Authorization and Waiver Form 

· Submit as a paper copy to the Office of Academic and Advising Services. 

· If the school to which you are applying requires electronic submission of letters of recommendation, you will also need to submit a signed copy as a pdf file (yournameWAIVER.pdf)*.

_______ 2. 
Student Contact Information Form 

· Submit as a paper copy of your contact information to the Office of Academic and Advising Services. 

· Submit an electronic version as a Word document (yournameCONTACT.doc)*.
_______ 3. 
Self-Evaluation 

· Submit a paper copy of the completed self-evaluation to the Office of Academic and Advising Services. 

· Submit an electronic version as a Word document (yournameSELFEVAL.doc)*.  Be sure to include any centralized application service identification numbers on this document (e.g., AMCAS, AACOMAS, AADSAS, VMCAS, etc.).
_______ 4.  
Resume 

· Submit a paper copy of your resume to the Office of Academic and Advising Services.  Your resume should list all work experiences, extra-curricular activities, and other achievements/honors you’ve completed/earned since high school which may be relevant to your medical school applications.
· Submit an electronic version as a Word document (yournameRESUME.doc)*.
_______ 5. 
Unofficial Copies of All Academic Transcripts 

· Submit paper copies of all unofficial transcripts from every university or college you’ve attended.

_______ 6. 
A type-written list of all the medical/dental/optometry/veterinary schools to which you intend to apply.  Include any special instructions and application deadlines for each (for instance, some schools will not accept letters until you have been invited for an interview).
· Submit a paper copy of your list of schools to the Office of Academic and Advising Services.  Include complete, accurate addresses for each school.  Be sure you give the exact addresses to which your HVAC letters should be sent, and indicate the submission deadline for each.
· Submit an electronic version as a Word document (yournameLIST.doc)*.
_______ 7. 
A stamped, addressed official “Mercer University Health Vocation Advisement Committee” envelope for each of the schools to which you are applying 

· Obtain official HVAC envelopes from the pre-professional advisor in the Office of Academic and Advising Services.
· The HVAC will use these envelopes to mail your letters of recommendation, so be sure that the addresses are correct and are typed or completed in legible handwriting and contain the proper amount of postage.

_______ 8. 
Contact Information for your Advocates
· Submit a paper copy of the contact information for your advocates to the Office of Academic and Advising Services.  Include your advocates’ names, titles, email addresses, physical addresses, and phone numbers.

_______ 9. 
Additional Materials

· These may include coversheets or other forms that schools would like attached to your evaluation letter, letters of support from advocates who could not attend the HVAC meeting, etc.

· If the school to which you are applying is part of the AMCAS pilot letter program, include your AMCAS Letter Request Form or the AMCAS letter ID number. 

All items listed above should be submitted to the Office of Academic and Advising Services by5:00 pm on August 25, 2009.  The office is located on the upper level of Penfield Hall; *electronic submissions should be made to  bokros_c@mercer.edu.

After submitting these items, students should meet with Dr. Steve Brown in Career Services to discuss interview strategies; contact Dr. Brown, at 478.301.2863 or brown_sr@mercer.edu, to schedule an appointment. 

REMINDER:  The FALL 2009 DEADLINE FOR APPLYING FOR AN HVAC LETTER IS AUGUST 25, 2009! 
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Spring 2010 STUDENT Checklist for 
Health Vocation Advisement Committee (HVAC) Application Files

_______ 1. 
Authorization and Waiver Form 

· Submit as a paper copy to the Office of Academic and Advising Services. 

· If the school to which you are applying requires electronic submission of letters of recommendation, you will also need to submit a signed copy as a pdf file (yournameWAIVER.pdf)*.

_______ 2. 
Student Contact Information Form 

· Submit as a paper copy of your contact information to the Office of Academic and Advising Services. 

· Submit an electronic version as a Word document (yournameCONTACT.doc)*.
_______ 3. 
Self-Evaluation 

· Submit a paper copy of the completed self-evaluation to the Office of Academic and Advising Services. 

· Submit an electronic version as a Word document (yournameSELFEVAL.doc)*.  Be sure to include any centralized application service identification numbers on this document (e.g., AMCAS, AACOMAS, AADSAS, VMCAS, etc.).
_______ 4.  
Resume 

· Submit a paper copy of your resume to the Office of Academic and Advising Services.  Your resume should list all work experiences, extra-curricular activities, and other achievements/honors you’ve completed/earned since high school which may be relevant to your medical school applications.
· Submit an electronic version as a Word document (yournameRESUME.doc)*.
_______ 5. 
Unofficial Copies of All Academic Transcripts 

· Submit paper copies of all unofficial transcripts from every university or college you’ve attended.

_______ 6. 
A type-written list of all the medical/dental/optometry/veterinary schools to which you intend to apply.  Include any special instructions and application deadlines for each (for instance, some schools will not accept letters until you have been invited for an interview).
· Submit a paper copy of your list of schools to the Office of Academic and Advising Services.  Include complete, accurate addresses for each school.  Be sure you give the exact addresses to which your HVAC letters should be sent, and indicate the submission deadline for each.
· Submit an electronic version as a Word document (yournameLIST.doc)*.
_______ 7. 
A stamped, addressed official “Mercer University Health Vocation Advisement Committee” envelope for each of the schools to which you are applying 

· Obtain official HVAC envelopes from the pre-professional advisor in the Office of Academic and Advising Services.
· The HVAC will use these envelopes to mail your letters of recommendation, so be sure that the addresses are correct and are typed or completed in legible handwriting and contain the proper amount of postage.

_______ 8. 
Contact Information for your Advocates
· Submit a paper copy of the contact information for your advocates to the Office of Academic and Advising Services.  Include your advocates’ names, titles, email addresses, physical addresses, and phone numbers.

_______ 9. 
Additional Materials

· These may include coversheets or other forms that schools would like attached to your evaluation letter, letters of support from advocates who could not attend the HVAC meeting, etc.

· If the school to which you are applying is part of the AMCAS pilot letter program, include your AMCAS Letter Request Form or the AMCAS letter ID number. 

All items listed above should be submitted to the Office of Academic and Advising Services by5:00 pm on January 15, 2010.  The office is located on the upper level of Penfield Hall; *electronic submissions should be made to bokros_c@mercer.edu.

After submitting these items, students should meet with Dr. Steve Brown in Career Services to discuss interview strategies; contact Dr. Brown, at 478.301.2863 or brown_sr@mercer.edu, to schedule an appointment. 

REMINDER:  The SPRING (EDP) 2010 DEADLINE FOR APPLYING FOR AN HVAC LETTER IS FRIDAY, JANUARY 15!
