
Vani C. Loreto 

Emilio Jacinto St. Poblacion Zone 21 

Baybay City, Leyte 6521 

vcloreto01@gmail.com / 09700683183 

 

December 19, 2023 

 

Visayas State University 

Department of Arts and Letter 

Brgy. Pangasugan 

Baybay City, Leyte 6521 

 

Dear Admissions Committee, 

I hope this letter finds you well. I am writing to inform you that, regrettably, the release of my 

official Transcript of Records is currently in process and is expected to be available in January 

2024. However, I would like to express my sincere interest in the [specific program or position] at 

Visayas State University. 

In lieu of the official Transcript of Records, I am attaching a copy of my grades obtained from the 

Polytechnic University of the Philippines (PUP) website. I believe this will provide you with a 

preliminary overview of my academic performance while I await the completion of the official 

document. 

I understand the importance of submitting all required documents promptly, and I assure you that 

my official Transcript of Records will be forwarded to your office as soon as it becomes available. 

I appreciate your understanding in this matter and would be happy to provide any additional 

information or clarification if needed. 

Thank you for considering my application. I am enthusiastic about the opportunity to contribute to 

the academic community at Visayas State University. 

 

Sincerely, 

 

 

 

Vani C. Loreto 
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