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Republic of the Philippines
Department of Education
SOCCSKSARGEN REGION
SCHOOLS DIVISION OF GENERAL SANTOS CITY
NEW SOCIETY NATIONAL HIGH SCHOOL 

Date: 
[bookmark: _GoBack]
To Whom It May Concern:

Subject: Authorization for Ms. Jade Andrea L. Saclot

I am writing to formally authorize Ms. Jade Andrea L. Saclot, who holds the position of Administrative Assistant II in the Office of the Assistant Schools Division Superintendent, General Santos City, to act on my behalf regarding my application for reclassification of item position. This authorization includes the authority to access, request, and process my school scholastic records for verification purposes.
Please extend to Ms. Saclot any necessary assistance and provide her with the required information to complete the tasks outlined.
Thank you for your cooperation and prompt attention to this matter.

Sincerely,

Name of Teacher
     Position
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