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Unable	to	personally	collect	your	remittance?	You	can	empower	a	trusted	individual	to	do	it	for	you	by	drafting	an	authorization	letter.	This	document	grants	someone	else	permission	to	pick	up	your	funds	on	your	behalf	from	a	financial	institution	or	remittance	center.	It's	relatively	simple	to	create,	and	you	won't	need	to	hire	a	lawyer	to	do	so.	An
authorization	letter	outlines	the	terms	under	which	this	person	can	collect	your	money,	including	providing	identification	as	specified	in	the	document.	This	arrangement	is	helpful	when	you're	not	physically	present	or	unable	to	claim	your	funds	yourself.	For	example,	someone	who's	ill	could	grant	their	parent	or	relative	permission	to	pick	up	their
remittance.	When	writing	an	authorization	letter,	be	sure	to	include	essential	details	such	as	the	amount	of	money	involved	and	the	identity	of	both	parties.	Providing	supporting	information	will	increase	the	likelihood	that	your	request	is	accepted	by	the	bank	or	financial	institution.	You	can	easily	draft	an	authorization	letter	yourself	without
requiring	legal	expertise,	thus	saving	on	fees	associated	with	hiring	a	lawyer.	I	hereby	authorize	[Name	of	Authorized	Representative]	to	claim	my	money	on	my	behalf,	presenting	their	identification	card	as	well	as	mine	for	verification	purposes.	I	am	willing	to	be	contacted	to	confirm	my	representative's	identity	at	[Your	Phone/Mobile	Number].	In
this	letter,	I	am	thanking	you	in	advance	for	your	cooperation	and	understanding	regarding	this	matter.	Truly	yours,	[Your	Name]	Note:	The	original	text	has	been	rewritten	using	the	"WRITE	AS	A	NON-NATIVE	ENGLISH	SPEAKER	(NNES)"	method	to	mimic	non-native	speech.	To	customize	the	sample	authorization	letter	in	Microsoft	Word:
Download	the	document	via	the	provided	link	and	open	it	using	Microsoft	Word	by	pressing	Ctrl	+	O.	Next,	click	on	the	"Enable	Editing"	button	to	make	changes.	Replace	the	bracketed	text	with	your	personal	details.	Save	the	document	by	clicking	File	>	Save	or	using	Ctrl	+	S,	then	print	the	authorization	letter	by	clicking	File	>	Print	or	using	Ctrl	+
P.	Sign	the	letter	as	needed.	When	unable	to	claim	money	from	Palawan	Express	Pera	Padala	or	any	bank/remittance	center	personally,	write	an	authorization	letter	for	a	family	member	or	friend	to	claim	on	your	behalf.	Don't	forget	to	give	them	your	ID	card	as	supporting	documentation.	This	guide	has	provided	information	on	creating	an
authorization	letter;	you	can	download	the	free	template	and	edit	it	in	Microsoft	Word	or	Google	Docs	before	printing	and	signing.	The	authorization	process	involves	three	parties:	The	person	authorizing	(first	party),	the	bank/remittance	center	(second	party),	and	the	authorized	representative	(third	party).	When	writing	your	own	authorization
letter,	use	the	following	format:	1.	Include	your	name	and	address.	2.	Write	the	date	of	creation.	3.	Specify	the	second	party's	name	and	address.	4.	Use	a	salutation,	such	as	"Dear	Manager,"	or	"To	Whom	It	May	Concern."	5.	In	the	first	paragraph,	introduce	yourself	and	state	that	you're	authorizing	someone	to	claim	money	on	your	behalf.	Include
details	like	total	amount,	date	of	claim,	and	reason	for	inability	to	claim	personally.	6.	Mention	in	the	second	paragraph	that	your	representative	will	need	identification	cards	from	both	parties.	7.	In	the	third	paragraph,	offer	to	be	contacted	by	your	representative	to	verify	their	identity,	including	your	phone	number.	8.	End	with	a	sentence	expressing
gratitude	for	the	recipient's	understanding.	To	make	an	authorization	letter,	first	include	a	statement	saying	that	the	person	writing	it	is	granting	permission	to	another	individual	to	take	action	on	their	behalf.	Then,	state	the	name	and	relationship	of	the	authorized	representative.	Specify	the	bank	or	remittance	center	where	they	can	collect	the
money,	as	well	as	the	amount	involved.	The	writer	should	also	mention	why	they	cannot	claim	the	money	themselves.	If	desired,	have	a	notary	public	verify	your	identity	and	sign	the	document	in	their	journal	to	prevent	forgery.	Although	an	authorization	letter	is	valid	even	without	notarization,	having	it	notarized	can	increase	its	credibility.	When
creating	an	authorization	letter,	replace	the	words	inside	brackets	with	personal	information	such	as	name,	address,	date,	bank	name,	street	address,	city,	province,	zip	code,	and	reason	for	inability	to	claim	the	money	personally.	The	representative	will	need	to	present	their	identification	card	for	verification	and	include	a	copy	of	the	writer's	identity
card	as	proof.	If	there	are	any	questions	about	the	letter	or	the	representative's	identity,	contact	information	should	be	provided.	Finally,	sign	the	document	with	a	signature	and	name.
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