
Authorization Letter Template 
 

  Letter Head 
Authorization Letter 

Number ............................ 
 
I, the undersigned, 
 
Name            : ....................................................................................................... 
Position         : ....................................................................................................... 
Address         : ....................................................................................................... 
 
authorize the person mentioned below  to  act on my behalf in all possible manners 
 
Name            : ........................................................................................................... 
Position         : ........................................................................................................... 
Address  : .......................................................................................................... 
 
to (to do certain duties / task / instruction)    .................................................................. 
 
This authorization letter is valid for a week. 
 
 
Date, 
 
signature 
 
Bill Morris 
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