Authorization to Act on My Behalf
Subject: Authorization to Act on My Behalf
[Sender's Full Name]
[Sender's Address]
[City, State, ZIP Code]
[Phone Number]
[Email Address]
[Date]
[Recipient's Full Name]
[Recipient's Address]
[City, State, ZIP Code]
[Phone Number]
[Email Address]
Letter of Authorization
To Whom It May Concern,
I, [Sender's Full Name], am authorizing [Recipient's Full Name] to handle business on my behalf, starting [Start Date] through [End Date], or until the task is complete, whichever comes first.
During this period, [Authorized Person Name] will be able to carry out the duties tied to this purpose. This authorization is being granted because [state the reason, for example, I am currently out of the country attending to personal matters].
I am granting [Authorized Person's Full Name] full authority to take whatever action is necessary to complete this task, and I accept full responsibility for anything that results from their actions on my behalf.
Feel free to reach me at [contact information] with any questions about this letter.
Sincerely,
[Your Full Name]
[Signature]
