
Quick Authorization Letter for Urgent Transcript Request

Subject: Urgent Authorization for Transcript Collection

Dear [Registrarâ€™s Name],

This is to authorize [Authorized Personâ€™s Full Name] to collect my Transcript of Records from

[School Name] on my behalf. I urgently need the document for a job application and cannot visit the

campus due to schedule constraints.

Please find attached the copies of our IDs for reference. Thank you for your prompt assistance.

Sincerely,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/authorization-letter-for-transcript-of-records


