
Professional School Application 
Information Meeting

May 20, 2024 6:00pm



Goals of Today’s Meeting
• To understand the steps involved in the application process 

including those required to have a committee letter submitted 
on your behalf

• To distinguish between your responsibilities and what the 
Health Professions Office will do in support of your application

• To learn about resources (i.e. sample applications)

Disclaimer: We have not been through the application process, so 
please read directions carefully and use each application services’ 
resources (webinars, tutorials, help line etc.. )



Our Job vs. Your Job

HEALTH PROFESSIONS OFFICE:

Prepare committee letter and send committee packet 
(including individual letters) to designated application 
service (i.e. ACOMAS, AADSAS, AMCAS etc…).

Offer guidance regarding timeline, school lists etc..



Your Job

1. Wait to see test scores (MCAT/DAT/OAT/PCAT etc..) before applying

2. Complete application carefully (we do not proof read but writing center could be 
useful: https://union.mywconline.com/ ). Be aware of unique requirements (i.e. 
AAMC PREview exam )

3. Research schools-AMCAS serves 146 schools with different requirements/ 
policies -see MSAR; AACOMAS serves 38 schools AACOMAS; AADSAS serves 69 
dental schools-see AADSAS

4. Request registrars office send your official transcript(s) to application services

5. Maintain tracking system for managing primary and secondary applications, 
payments, application status

6. Provide our office (health_pro@union.edu) with:

1. Pdf of your final, submitted application

2. Letter request form

3. Update letter (only if committee review occurred prior to this year)

Note: Please provide 

everything in one 

email and have last 

name in filename

https://union.mywconline.com/
https://students-residents.aamc.org/aamc-preview/participating-medical-schools
https://mec.aamc.org/msar-ui/#/landing
https://choosedo.org/choose-do-explorer-registration/
https://www.adea.org/GoDental/The_application_to_dental_school__ADEA_AADSAS.aspx


Reviewed last year?
Update Letter Format

• Formal

• Typed

• 1 page limit

• Dated

• Addressed “Dear Health 
Professions Advisory 
Committee”

• Signed

• Send electronically as pdf to:
• Health_pro@union.edu

Note: Update letters are only for students 
who were reviewed in a prior cycle.  The 
update letter will be sent directly to schools 
along with the committee letter that was 
previously written on your behalf.



•Submissions to AMCAS can begin May 28th

•AMCAS will be transmitting applications to schools June 28th

•We will work on committee letters in the order with which we receive 
your completed applications 

•Early is good - error free is better

•You should complete secondary applications within 2 weeks of 
receiving access (preferably early summer)

Note: our timeline for submitting your letter is different than your 
timeline for submitting materials!

Timing matters



Most common reasons for delays:

1. Courses listed on application don’t match 
official transcript

2. Missing coursework/incomplete transcript
3. Transcript missing (from every school attended 

even if course transferred)
4. Unofficial vs. official transcript 



Keep in mind when submitting 
application…

• Turn off spam-or check spam folder regularly

• Use professional sounding e-mail-check it regularly

• Verification of transcripts take 6-8 weeks

• Be aware of costs
For example, 2025 AMCAS fees:

$175 processing fee (includes one school
designation)

$46 for each additional school



The AMCAS Application

1. Identifying 
Information

2. Schools
Attended

3. Biographic
Information

4.Coursework

5. Work and
Activities

6. Letters of 
Evaluation

7. Medical 
Schools

8. Essays

9.
Standardized 

Tests

© Association of

American Medical

Colleges



Schools Attended

© Association of American

Medical Colleges

Please 

answer 

“yes” here 

so that we 

can better 

assist you!



Schools Attended

© Association of

American Medical

Colleges

Note: AMCAS will not verify your application until all transcripts are received.



Coursework

Applicants should use

an official transcript to

complete this section.

© Association of American

Medical Colleges

Note: While AMCAS wants you to enter 

credits exactly as they appear; AACOMAS 

and AADSAS would like you to enter 3.33 

(non-lab)/4.33 (lab) conversion on the 

application



Work/Activities

• Maximum of 15 entries

• Applicants can enter 3 

additional date ranges for 

repeated activities

• Applicants can enter 

anticipated hours

• Maximum of 3 “Most 

Meaningful”

© Association of

American Medical

Colleges



Institutional Action

"Were you ever the recipient of any institutional action 
by any college or medical school for unacceptable 
academic performance or conduct violation even though 
such action may not have interrupted your enrollment or 
required you to withdraw?”

“You must answer ‘Yes’ even if the action does not 
appear on or has been deleted from your official 
transcripts due to institutional policy or personal 
petition.”



Institutional Action
An institutional action at Union College includes 
sanctions for Honor Code violations issued after either 
hearings or Chair-Dean Reviews as well as policy 
violation, including a violation of the code of student 
conduct or Title IX.

Schools may request that you obtain a letter from the 
College regarding institutional actions. The Dean of 
Students Office handles conduct violations and the 
Dean of Studies handles Honor Code Violations.

If you have an institutional action AFTER submitting your AMCAS, it must be 
reported to AMCAS within 10 days.



The essay: Consider writing 
this first (before experiences) 
A narrative that conveys:

Why you have selected the field of 
medicine. It should describe 
specific experiences and details 
and convey these through brief 
stories (show, don’t tell)

You may also wish to include 
information on special hardships, 
challenges, or obstacles

Be careful about using the essay as a 
platform to reveal your deepest, most 
personal thoughts/opinions.

You may need to verify that you have 
not used an artificial intelligence (AI) 
essay generator (e.g., ChatGPT) or other 
online sources for the content.

Consider completing this self-
assessment first: Anatomy of an 
Applicant Tool

The Writing Center is  hosting online 
appointments through video 
conferencing in lieu of face-to-face 
consultation by visiting : 
https://union.mywconline.com/

Note: pay attention if spaces are included in character count!

https://aamc-orange.global.ssl.fastly.net/production/media/filer_public/50/74/5074e78f-3f39-401c-ae58-e071fde87ef1/aamc-anatomy-applicant-workbook_final_for_web.pdf
https://union.mywconline.com/


Committee letter includes all 
reference letters

You do not need to request any 
individual letters*

*Note: Many DO schools require that you 

submit a letter from a DO-we do not handle 

these



Letters of Evaluation

Applicants can 

submit their 

application before 

AMCAS receives 

their letters.

© Association of

American Medical

Colleges
Note: Letters are not required for verification of AMCAS



AMCAS



You will select Create Evaluation Request

Select “Create Evaluation Request”

AACOMAS



Waiver of Evaluation

1. Select  the answer that matches your 

Waiver Form on file with Health 

Professions Office.

2. Check both boxes.

3. Click the Blue “Save This Evaluation 

Request” box.

Complete the following steps to have your 

committee letter sent to AACOMAS through 

the Health Professions Office.

Evaluator’s Information

1. Select “Yes” you are requesting a 

committee evaluation. 

2. First Name- Carol

3. Last Name – Weisse

4. Email address- health_pro@union.edu

5. Due Date- 08/31/24

6. Personal Message/Notes: 

“Please submit the Committee Letter 

written on my behalf.”



AADSAS 
letter 
request 
instructions
NOTE: e-mail address is not 
my direct e-mail



School lists: look beyond 
average GPA and test scores
❖State schools are funded to 
educate state residents

❖Research schools (secondary 
applications will ask you to 
articulate  specific reasons you 
have applied)

Dental acceptance data

DO acceptance data

MD acceptance data

https://www.adea.org/data/students/Applicants-2022-Entering-Class/
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.aacom.org%2Fdocs%2Fdefault-source%2Fresearch-reports%2Fapplicant-and-matriculant-average-gpa-2016-2023.xlsx%3Fsfvrsn%3D3de6da27_3&wdOrigin=BROWSELINK
https://www.aamc.org/media/6056/download?attachment


PREview Exam
“…take the PREview as early as 
possible in the cycle, as we do not 
consider an application as 
"complete" and ready for review 
for interview consideration until 
the score has been released. Scores 
take about 4 weeks to release, and 
our office considers applications 
on a rolling basis.”

Medical Schools Using PREview Scores

https://students-residents.aamc.org/aamc-preview/participating-medical-schools


Recommended 
Timeline

June - submit application once spring term grades are 
received; provide our office with copy of application and 
reference forms (i.e. AMCAS LOR form) in one email to 
health_pro@union.edu

July/August – submit secondary applications

September - monitor application status at schools on-line

Oct-January (or later) - interviews/notifications-
acceptances,rejections, waitlists

May - update our office/reapplication necessary? (note: 
most waitlist movement occurs during this month)



If you are not applying this cycle:

• Contact our office in 
January the year before 
you hope to begin 
school.

• Provide us with a 1-page 
formal update letter 
when you are ready to 
apply.



Please Ask Any Questions Now 

To schedule an appointment, please do so through:

Make an appt with Professor Weisse

The appt confirmation will include the Zoom link, 

which is the same link in my email signature

https://calendar.app.google/n2gcFaQ3ffRFaUok6

