[Your Name]
[Your Address]
[Date]
[Recipient's Name]
[Recipient's Position/Title]
[Company/Organization Name]
[Address]
Subject: Authorization Letter
Dear [Recipient's Name],
I, [Your Full Name], hereby authorize [Authorized Person's Full Name] to act on my behalf in [specific task or purpose, e.g., collecting documents, signing papers, etc.]. This authorization is valid from [start date] to [end date] and is limited to the specified purpose mentioned above.
[Authorized Person's Full Name] holds a valid [ID type, e.g., passport, driver's license] with the following details:
· ID Number: [ID Number]
· Contact Information: [Phone Number/Email Address]
Please provide [Authorized Person's Full Name] with the necessary assistance and access to complete the task. I take full responsibility for any actions taken by [Authorized Person's Full Name] within the scope of this authorization.
If you have any questions or require further clarification, please feel free to contact me at [Your Phone Number] or [Your Email Address].
Thank you for your understanding and cooperation.
Sincerely,
__________________________
[Your Full Name]
[Your Signature]
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