
Letter of Recommendation Guidelines 
Mr. Heffernan 

 
Please remember that in writing your letter of recommendation that I will often have other letters to write as 
well as other commitments that require my attention. As such, please allow at least three to four weeks for 
your letters to be processed.  
 
Once I have written your letter, I will retain it, should you need additional letters sent out.  
  
Please follow these guidelines:   
 
1. Resume: Please provide me with a resume of your activities, both in and out of school. Please include the 
course(s) of mine that you have taken, as well as the final grade you received in that class. Also, please include 
a brief note about a particular assignment, discussion/debate, event, or anything else from that class that is 
memorable from your perspective as an academic.  
 
2. List of Schools: Provide me a list of the schools [with deadlines] to which you will be applying. If you add 
a school to Naviance at any point, you must update me. Naviance does not provide notifications to the teacher 
when a student adds a school.  
 
3. Folder (for all items): When ready please place all required items such as resume, due dates,  etc., in a 
folder with your name on the front of it.   
 

If a school requires a hard copy letter of recommendation/application 
Please follow the directions below 

 
COMMON APPLICATION FORM (hard copy)  
  

a. Please fill out the section labeled To the Applicant..  
 i. At the bottom of that section, under “School you now attend”, please fill in  “Northern Highlands 

Regional High School”.  
  ii. Under CEEB/ACT Code, please enter “310001”.  

b. You may, but do not have to, fill out the section marked TO THE TEACHER.  
c. You may provide me with ONE copy of the Common Application form; I will make copies and send 

them with the letter to the appropriate schools. Please clarify which school requires a Common 
Application form.  

   
  If you are NOT using the COMMON APPLICATION and there is a school specific form, please fill out 

the necessary parts prior to providing it to me.  
  
3. Forms: When applying to schools many require separate forms in addition to the letter of recommendation. 
If a school is on Naviance, all forms will be on Naviance; therefore I will not need a hard copy of the form. If 
the school is not on Naviance, please include a copy of the forms filled out as necessary.  
 
4. Envelopes for applications (when necessary): If your school is not on Naviance and the letter must be 
mailed in please provide stamped and addressed Peel & Seal envelopes.  The return address on envelopes 
should be addressed to Brennan Heffernan at NHRHS. 
 
  

If you have any questions about anything on this form or with the application process, please see me 
or email at heffernanb@northernhighlands.org. 

Best of luck during the application process! 

mailto:heffernanb@northernhighlands.org

