[Senders Name]
[Address line]
[State, ZIP Code]
[bookmark: _GoBack][Letter Date]
[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional- 

Dear [Recipients Name],
This letter is to authorize [Name] to be able to receive the documents of [Details of documents].

Please take note that he is authorized to collect further documents till [Date]


Sincerely, 

[Senders Name]
[Senders Title] 
[Signatures]
