
School Director’s Name 
Cooperating Director 
School Name 
Town, Puerto Rico  
 
 
Dear Director: 
 
Warmest greetings from the UPR Mayagüez Campus Teacher Preparation Program. 
May this be a very successful year for you and your administration. 
 
I am pleased to inform you the names of the students enrolled in the Teaching Practice 
course during the current semester that will be realizing their teaching practice in your 
school if you allow them to do so. If there is no problem with placing any of these 
students in your school, then this list may be considered official (see attachment). The 
student must complete four hours daily (minimum) five days a week in the school. During 
the semester, the student will be required to attend various education lectures, 
workshops, and seminars at the UPR Mayaguez campus. A calendar of the scheduled 
activities for this academic semester is attached. 
 
The functions corresponding to a Teaching Practice Center Director (copied from 
Circular Letter number 10-1999-2000) can be seen at in the electronic address 
http://www.prm.edu/portada/ppmes. 
 
A copy of the lists of this semester’s Teaching Practice Center student-teachers, 
Teaching Practice Center Cooperating Directors, and Teaching Practice Center 
Cooperating Teachers as required by the Puerto Rico Department of Education to make 
the payments corresponding to the student-teachers, the cooperating teachers, and 
cooperating directors. Please remember that these documents must be forward to the 
Puerto Rico Department of Education, Under Secretary for Academic Affairs, Institute for 
Teacher Development (InDePM), PO Box 190757, San Juan, PR 00919-0759 (Fax: 787-
764-0817), during the first three months of the academic semester (March / October). If 
the PRDE does not receive these two lists from you by the aforementioned date, neither 
you nor your cooperating teachers will receive the stipulated remunerations. Please 
remember that these are paid by the Puerto Rico Department of Education. I would 
appreciate a copy of these two lists when you send them to include the same in the 
UPRM Teacher Preparation Program’s final report to the PRDE on February 29, 2016 as 
required. 
 
Thank you for all the support you provide our teaching practice students. 
 
Cordially, 
 
Rebeca Orama Meléndez, Ed. D. 
Interim Director TPP 
 
 
Attachments: Student List 
  Student-Teachers List for the Semester 

Cooperating Directors and Cooperating Teachers List for the Semester 
 

Examples of Official Placement Letters to School 
Directors and to Cooperating Teachers 

Translated by Dr. C. Bellido 

http://www.prm.edu/portada/ppmes


 
 
 
 
 
 
Cooperating Teacher’s Name 
Cooperating Teacher 
School Name 
Town, Puerto Rico  
 
 
 
Dear Ms. __________: 
 
Cordial greetings from the University of Puerto Rico Mayaguez Campus Teacher 
Preparation Program. May you enjoy a very successful year in your teaching endeavors. 
 
The holder of this letter, _____________ will complete her teaching practice in the 
subject of _____________ during the second semester, January to May, of the 
academic year 2015 - 2016. I am pleased to inform that you have been selected as this 
student’s Cooperating Teacher because of your excellent teaching qualities. 
 
The student must complete four hours daily (minimum) five days a week in the school. 
During the semester, the student will be required to attend various education lectures, 
workshops, and seminars at the UPR Mayaguez campus.  
 
In order to meet the contact hours required by the Puerto Rico Department of Education 
and the Teacher Preparation Program Accrediting Agencies, the student will begin her 
(or his) teaching practice at your school on Monday, January 25, 2016 and continue until 
May 20, 2016. 
 
I appreciate your collaboration helping this student achieve his current goal: to be a 
teacher. Please notify me regarding any situation that might impede your collaboration. 
 
 
Cordially, 
 
 
Rebeca Orama Meléndez, Ed.D. 
Director 








































