[Senders Name]
[ADDRESS LINE]
[STATE, ZIP CODE] 
[LETTER DATE]

[RECIPIENTS NAME]
[ADDRESS LINE]
[STATE, ZIP CODE]
[Subject: ……………………………………………

Dear [Recipient’s Name], 
This letter is to authorize Charles Dickens, 15 years old, to travel to Austin alone on the American Airline, Flight no. AA232. He is to be met and picked up by Laura Dickens [carrying Passport no.7768484848484], at the airport after the plane has arrived. 
It is advised to check and match the ID of receiving person. 

Sincerely, 

John Dickens 
