AUTHORIZATION LETTER TO CLAIM ID CARD
To Whom it May Concern:
This is to authorize ……. (Name of Authorized Person) …….. to claim my ID Card with details such as Date of Issuance, Expiry Date, Card Number, etc in your office as I won’t be able to do that myself. 
I have attached two of my identity cards to support my claim:
Identity 1 – Company ID
Identity 2 – Passport ID 
Should you have any questions about the identity of person bearing this letter, you can call me at 444-555-114, which is also reflected on my ID’s. 
Thank you for your cooperation. 

Your Sincerely, 

…………………….
