C O M P A N Y L O G O

Authorization Letter Sample



[Sender’s Name]
[Designation]
[Address]
[State, ZIP Code]
[Letter Date]
[Recipient’s Name]
[Designation]
[Address]
[State, ZIP Code]

Subject: Authority Letter to Collect the Documents.

Dear Sir/ Madam
I [Add your name] writing to authorize [name of the person to be authorized] to [mention the action to be perform] during my absence from dates _____________ to _____________. You can find the identical copies enclosed with this letter, to identify the person. When he or she come to collect the documents. Kindly provide him document with additional copy.
I appreciate your consideration for the same. 
For further clarification, you can reach me out.

Your Sincerely,
[Your Name]
[Signature]
[Date]
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