Letter of Recommendation Envelopes/Transcripts

If you are applying to private colleges that do NOT accept counselor materials electronically through
Naviance, you will need to submit envelopes and transcripts to your counselor, so that s/he can mail your

materials through the US Postal Service.

Please follow the procedure below and include the envelopes with your other recommendation materials
to your counselor:
* Include TWO standard business envelopes for each college
= Use "peel and seal" envelopes whenever possible
= Fully address each envelope to the college to which you are applying
*  The return address listed should be Los Altos High School (see sample envelope below)
= Postage instructions:
0 Envelope #1 needs TWO 44¢ stamps, as this mailing will contain the counselor letter of
recommendation, transcript, secondary school report, and school profile
0 Envelope #2 needs ONE 44¢ stamp for the midyear report and updated transcript, which
are sent to colleges after Fall semester grades are posted
O NOTE: “Forever” stamps are equivalent to the value of ONE regular postage stamp,
regardless of the current value of a stamp
= Two “forever” stamps are still required for Envelope #1; “forever” stamps do not
cover postage for two regular stamps
0 Additional postage is required for international mailings and/or non-standard envelopes
= [tis the student’s responsibility to check with the post office and to provide
sufficient additional postage
= Large envelopes are not necessary unless specifically required by the college
= NOTE: Students must request transcripts from the Registrar for private/international colleges
that do not accept electronic documents
0 Check ‘Counselor Mail’ on the Transcript Request Form for these schools
= Counselors will provide all other materials (Secondary School & Midyear Reports, School Profile)

= This is a sample of what your envelopes should look like:

Los Altos High School

201 Almond Avenue
Los Altos, CA 94022

New York University

Undergraduate Admissions Processing Center
665 Broadway, 11th Floor

New York, NY 10012-2339




