
College Letters of Recommendation

(D. Bellavance)

Provide a large manila-type envelope and ensure its contents are COMPLETE as indicated below. 
I  must receive this AT LEAST 3 WEEKS BEFORE your first letter of recommendation is due.
On the front of the envelope, tape a table listing each school to which you are applying
. Use the table on the back of this page to provide this information. For each school provide (1) the due date for the recommendation letter, (2) the earliest date that you want me to send the letter OR an indication that you want me to wait until I hear from you
, (3) the form (if any) that should accompany the letter (e.g., common app TE form, school-specific TE form, nothing), (4) the school-provided ID that you are to use for correspondence (leave this blank if the school does not provide one – many just use your social security number).  
Inside the envelope, include:

· A copy of your resume.  If you do not have a resume, please complete the attached questionnaire. 
· A copy of your transcript through junior year from the Guidance Office (unofficial copy is fine)
· A copy of the release form from Guidance. Please make sure this is signed.
· Math SAT scores and your intended major (if not on your resume)
· Provide your social security number and your date of birth.  I include these data on the recommendation letter unless you indicate that the school provided you a separate ID. 
· Provide your personal email address if you do not check your HHS email account regularly. I will use this email address to let you know when I send letters to each school.

· Any forms to be sent with your recommendations. Fill in your own personal information and the teacher information on the form (name, address, telephone, etc.).  Note that only one copy of the Common Application Teacher Evaluation Form is needed.
      For the teacher information use:  

Danielle A. Bellavance
Teacher of Mathematics

Holmdel High School
36 Crawfords Corner Road
Holmdel, NJ 07733

(732) 946-1832 X7546
dbellavance@holmdelschools.org 
· Stamped, addressed envelopes (self stick envelopes) for each school to which you are applying.  Use the above name and address information for the return address on each envelope.  
· Many schools offer the option for a teacher to provide an online recommendation.  I will gladly do that, just let me know.  If requested, provide the school with my HHS email address:  dbellavance@holmdelschools.org
� Please do not wait to give me your entire list of schools.  The sooner I have your information, the easier it will be for me to meet your deadlines. You can always provide me with an updated table with additional schools later (along with any accompanying forms and stamped envelopes).


� Once I write your letter, I usually send it to all the schools on your list UNLESS you tell me in the table for a specific school that you want me to wait until a specific date or wait until you notify me to send. If you ask me to wait until you notify me and I do not hear from you, I will send the letter out one week before its due date.  Please realize that sometimes when a letter of recommendation arrives at a school BEFORE the student applies, the letter is thrown out.





