
Ryan C. Dela Cruz 

Lim-ao Kananga, Leyte 

Ryan.cormanesdelacruz0202@gmail.com  

09815304077 

 

July 11, 2025 

 

Mary Ann G. Cobico 

Head, DPSS 

Visayas State University  

Baybay City, Leyte 

 

Dear ma’am,  

 

Good day. I am writing to express my sincere intent to apply for a part-time faculty position 

in your esteemed institution. I have already prepared and am submitting all the necessary 

application documents; however, I would like to inform you that my official Transcript of 

Records (TOR) is not yet available at this time. 

 

I am currently awaiting the release of my TOR, which will be issued during our graduation on 

July 24, 2025. I respectfully request your kind understanding and consideration regarding this 

matter. I assure you that I will submit my TOR as soon as it becomes available but as of this 

time, I have below the photos of my grades from the first until the last semester of my entire 

4-year study.  

 

I am hoping for your understanding, and I remain enthusiastic about the opportunity to be 

part of your department’s academic team. 

 

Sincerely, 

Ryan C. Dela Cruz 
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