To, 
Martha Lewis
Class Teacher 
St. Thomas Catholic School
Date: 1 Feb 20XX
Subject: Authorization letter for third party to collect student’s documents. 
Dear Mrs. Lewis, 
I Chris White, father of Tracy White, a student of your class am writing this letter to you to inform you that I authorize John White, my brother to collect Tracy’s relieving certificate from school. We have relocated so it won’t be possible for us to collect the documents in person. 
John will be presenting his passport for verification
Passport number: NY47565683OHJ
You can contact me on my mobile number 47678664 (listed in your records) if you need further clarification on this. 
Yours Sincerely, 
Chris White
