Sample Authorization Letter
To

Mr. Kevin Leone

Bank Manager

V S Bank

Date: 14th December 20xx

Subject: Authorization Letter for checkbook and debit card collection.

Respected Sir

I am John who has opened an account with your bank last week. I apologize for not able to make up for today’s appointment as I am out of cit and therefore, I am sending my wife Mrs. Sarah Wilbur to collect my checkbook, Debit card, and to fulfill the other formalities.

I hereby, authorize Mrs. Sarah to fulfill all the bank formalities on my behalf and bank should handover all my documents & cards to her. I am attaching necessary ID proofs so as to prove her and my identity.

Kindly do the needful and make these operations hassle free for her. You can reach me at 811 111 1111 in order to clarify any issue or to confirm any bank related detail.

Yours’ sincerely

John
