Authorisation Letter Template

[Your Name]
[Your Address]
[Zip Code, City, Country]
[Email Address]
[Date]

[Recipient's Name]
[Recipient's Title/Organization]
[Address]
[Zip Code, City, Country]

Subject: Authorisation to Sign Documents on My Behalf

Dear [Recipient's Name],

I, [Your Full Name], hereby authorise [Authorised Person's Full Name], to act on my behalf in signing, endorsing, and executing any and all documents related to [Specify the nature or purpose of the documents, e.g., legal contract, financial agreement, picking up a parcel , etc.].

Unless otherwise cancelled in writing, this authority is valid from [Start Date] to [End Date]. The authorised person has the authority to represent me in all things related to the aforementioned documents, including but not limited to negotiations, revisions, and any other actions necessary for the execution of the specified tasks.

I understand that by granting this authorisation, [Authorised Person's Full Name] accepts responsibility for any repercussions arising from their conduct with regard to the aforementioned materials. This authorisation is given in good faith and is intended to facilitate the timely completion of tasks in my absence.

Please find a copy of my [identification document, if required] attached for your reference and verification.

I retain the right to revoke this authorization at any time by notifying [Recipient's Name] in writing. Furthermore, this licence does not offer approval for any actions other than those expressly stated in this letter.
I appreciate your prompt attention to this matter and thank you for your cooperation.

Sincerely,

[Your Full Name]
[Your Signature]

[Enclosure: Copy of Identification Document, if required]
