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In the complex ecosystem of modern retail banking, the Authorization Letter serves as a critical legal instrument 

that bridges the gap between account holder intent and institutional execution. Within the context of BDO Unibank, 

Inc., the Philippines' largest bank, the requirements for proxy representation are governed by stringent Know Your 

Customer (KYC) protocols and Anti-Money Laundering (AML)regulations. This article provides an exhaustive

technical analysis of the drafting, verification, and implementation of authorization letters for various banking

activities, ranging from cash withdrawals to document collection.

1. Theoretical Framework: The Doctrine of Agency in Banking

The authorization letter is a simplified manifestation of the Law on Agency. Under this legal framework, a Principal

 (the account holder) appoints an Agent(the authorized representative) to perform specific acts on their behalf. In a

banking environment, this relationship is fraught with risk, necessitating a high degree of verification to prevent

unauthorized access to assets.

The primary purpose of an authorization letter at BDO is to provide a written mandatethat survives the absence

of the account holder. This mandate must be explicit, time-bound, and verifiable. From a technical standpoint, the

bank views this document as a liability-shifting mechanism; by following the instructions in a validly executed letter,

the bank protects itself against claims of negligence or unauthorized disbursement.

2. Core Components of a Technically Sound Authorization Letter

To ensure a letter of authorization meets BDO’s internal audit standards, it must contain specific data points.

Missing elements often result in the rejection of the transaction at the teller or officer level.

•  Header Information: Full legal name, residential address, and contact number of the Principal.

•  Chronological Data: The date of issuance is vital as most BDO branches limit the validity of a simple 

authorization letter to 24 to 48 hours for high-risk transactions like withdrawals.

•  Recipient Specifics: Addressing the letter to the specific Branch Manager or the "Manager of BDO [Branch 

Name]" increases the document's professional weight.

•  The Operative Clause: This section must use precise language such as "I hereby authorize [Agent Name] to 

perform [Specific Action]..." Ambiguity here is the leading cause of transaction failure.

•  Scope of Authority: Defining the limits (e.g., "To withdraw a maximum of PHP 50,000 only") prevents 

unauthorized overages.

•  Authentication Marks: The signature of the Principal must match the Signature Card on file at the branch of 

account.

3. Technical Analysis of Transaction Types

BDO categorizes proxy transactions based on risk. Each category requires different levels of documentation and

verification depth.



3.1. Monetary Withdrawals (High-Risk)

For cash withdrawals, BDO requires the agent to present the physical passbook or the ATM card. The authorization 

letter must specify the Account Number and the exact Amount. Tellers are trained to perform a Visual Signature 

Verification, comparing the letter's signature with the digital image stored in the bank’s central database.

3.2. Document Collection and Inquiries (Medium-Risk)

This includes claiming checkbooks, credit cards, or bank statements. While less risky than cash withdrawals, these

still require proof of identity. For American Express or BDO Credit Card deliveries, the agent must often provide a

photocopy of the Principal's ID alongside the original letter.

3.3. Loan Proceeds and Application Status (Administrative)

Authorized representatives may be tasked with checking the status of a home or auto loan. These letters focus on 

Information Disclosurerather than asset movement, making them slightly easier to process, though still requiring

valid identification.

4. Comparison Matrix: Authorization Letter vs. Special Power of Attorney 
(SPA)

It is crucial to distinguish between a simple authorization letter and a Special Power of Attorney (SPA). BDO

typically requires an SPA for transactions involving larger sums, closing accounts, or long-term representation.



Feature Simple Authorization Letter Special Power of Attorney (SPA)

Legal Weight Informal/Limited Formal/Legal Deed

Notarization Not required (usually) Mandatory

Transaction Limit Typically &lt; PHP 50,000 No predefined limit

Duration Single-use / Short-term Valid until revoked or expired

Acceptability Branch-level discretion Universally accepted across branches

5. Step-by-Step Procedure for Drafting an Effective Letter

Follow this technical workflow to ensure your BDO authorization letter is processed without friction.

1.  Verification of Branch Requirements: Call the branch of account to confirm if they have a specific internal 

form. Some BDO branches prefer their proprietary templates for withdrawals.

2.  Drafting the Content: Use a word processor for clarity. Handwritten letters are acceptable but increase the 

risk of misinterpretation. Use bold text for the Agent's name and the specific amount.

3.  ID Preparation: Photocopy at least two (2) valid government-issued IDs of the Principal. The Agent must also 

bring their original ID and a photocopy.

4.  Signature Alignment: Ensure the Principal signs the letter in a manner identical to their bank records. It is 

often recommended to provide three (3) specimen signatures at the bottom of the letter for comparison.

5.  The "Wet Signature" Requirement: BDO generally does not accept digital or scanned signatures for high-

value transactions. The document must have an original "wet" signature.

6. Identification Standards (KYC Compliance)

BDO adheres to the Bangko Sentral ng Pilipinas (BSP)circulars regarding valid IDs. A letter is useless without

the accompanying identification of both parties.

Accepted Primary IDs:

•  Philippine Passport

•  Driver’s License

•  UMID (Unified Multi-Purpose ID)

•  PhilSys ID (Philippine National ID)

•  PRC ID (Professional Regulation Commission)

7. Case Studies: Common Failure Modes in Authorization

Understanding why letters are rejected can help in preempting issues. Technical writers and strategists should

analyze these scenarios:

Case A: Signature Mismatch

Problem: The Principal's signature on the letter significantly differs from the one captured during account opening 

(perhaps due to age or medical conditions).Solution: In such cases, the bank may require a Notarized 

Authorization or a visit from a bank officer (Home Visitation) to verify the Principal's identity and intent.



Case B: Incomplete Scope

Problem: A letter authorizes "withdrawal of funds" but does not specify the amount. The teller refuses to process a 

PHP 100,000 withdrawal citing security risks.Solution:Always include the phrase "up to the amount of [Currency]

[Amount]" to provide a clear ceiling for the transaction.

Case C: Expired Validity

Problem: An authorization letter dated two weeks prior is presented for a cash withdrawal.Solution:For time-

sensitive transactions, ensure the letter is dated within 24-48 hours of the actual bank visit.

8. Security Protocols and Risk Mitigation

To protect your account while using authorization letters, consider the following technical safeguards:

•  Cross-Referencing: Most BDO tellers will attempt to call the Principal’s registered mobile number before 

releasing large sums. Ensure the Principal is available for a Confirmation Call.

•  Limited Authorization: Never issue a general authorization letter. Every letter should be Task-Specific.

•  Post-Transaction Verification: Use BDO Online Banking to immediately verify if the correct amount was 

debited after the Agent completes the task.

9. Mathematical Model for Verification Reliability

Banks essentially perform a probability assessment when accepting an authorization letter. The probability of a

successful (non-fraudulent) transaction (Ps) can be modeled as:

P<sub>s</sub> = I<sub>v</sub> &times; S<sub>m</sub> &times; C<sub>v</sub>

Where:

  I<sub>v</sub> = Identity Verification Score (0 to 1, based on the quality and number of IDs provided).

  S<sub>m</sub> = Signature Matching Score (The degree of variance between the letter and the bank's records).

  C<sub>v</sub> = Confirmation Validity (0 or 1, based on whether the Principal confirmed via phone).

If any variable is zero, the probability of the bank approving the transaction drops significantly.

10. Practical Templates for Various Scenarios

Template 1: General Withdrawal

"This is to authorize [Agent Name] to withdraw the amount of [Amount in Words] (PHP [Amount in Figures]) from

my [Savings/Current] Account No. [Account Number]. I have provided my Passbook and valid ID to facilitate this

transaction. For verification, you may reach me at [Phone Number]."

Template 2: Credit Card Collection

"I, [Principal Name], authorize [Agent Name] to claim my BDO American Express/Visa/Mastercard credit card on

my behalf. Enclosed are photocopies of my Primary ID and my representative's ID for your reference."

Summary and Strategic Implications

The BDO authorization letter is more than a simple note; it is a vital operational document that requires precision,

legal awareness, and adherence to banking standards. For the Principal, it offers the convenience of delegation,

provided they maintain strict control over the scope of authority. For the Bank, it serves as a documented trail of



consent, protecting the institution from fraudulent claims.

As banking moves toward more digital solutions, the traditional authorization letter remains a resilient tool for 

physical branch operations. However, account holders should always prioritize secure, digital transfer methods 

(such as BDO-to-BDO transfers via the mobile app) when possible, as these utilize Multi-Factor Authentication 

(MFA), which offers a higher security ceiling than physical signature verification. Ultimately, the successful

execution of a proxy transaction at BDO relies on the intersection of clear communication, valid identification, and

the precise alignment of signatures.
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