Authorization Letter Format
To
Name [here write the name of the recipient]
Designation [write the profile of the recipient]
Company name [write the name of the respective firm]
Address [write the address of the recipient]
Date [write the date of sending the letter]
Subject: Authorization Letter for [purpose of authorization letter]
Respected Sir/Ma’am [ write a proper salutation and title for the recipient]
First paragraph: [The first paragraph should be used by the sender to write about the purpose of authorization and the person to whom authorization is being given, and the time duration during which the authorization will be given]
Second paragraph: [In this paragraph the sender must clarify about the roles and responsibities of the authorized person. You also have to mention about the areas & aspects where the authorized person can use his authorizations]
Third paragraph: [The sender must conclude his/ her letter and mention that he awaits the reply for the confirmation and also mention his contact details]
Yours’ sincerely
[name of person giving authorization],





