October 7, 2026
 
The Registrar
ABC College
Quezon City
 
Dear Registrar:
 
I, Christian Ramos, authorize my mother, Elena Ramos, to claim my Transcript of Records and my diploma on my behalf on October 10, 2026.
 
I graduated with a BS in Information Technology in June 2025. My student number is 2021-04417.
 
I can't go myself because I now work in Cebu.
 
My mother will bring this letter, a photocopy of my valid ID, the receipt for my request and her own valid ID.
 
For questions, you can reach me at christian.ramos@example.com or +63 900 000 0000.
 
Thank you.
 
Respectfully yours,
 
Christian Ramos
 
Specimen signature of Elena Ramos:
Elena Ramos
