
© Simply-Docs – BS.DC.32 Letter of Authorisation 

[Print on letterhead or insert address] 
 
<<insert recipient name>> 
<<insert business name (if applicable)>> 
<<address>> 
<<address>> 
<<post code>> 
 
<<insert date>> 
 
Dear <<insert recipient name>>, 
 

Letter of Authorisation 
 
[I, <<insert name and title>>, of] OR [We,] [<<insert business name>>] [, a limited 
company registered in England under company number <<insert company 
number>>, whose registered address is <<insert address>>, and whose main trading 
address is] OR [of] <<insert address>>, hereby (with effect from <<insert date>>) 
authorise [<<insert name>>] OR [<<insert business name>>] [, a limited company 
registered in England under company number <<insert company number>>, whose 
registered address is <<insert address>>, and whose main trading address is] OR 
[of] <<insert address>> [and any of their authorised representatives] to act on [my] 
OR [our] behalf with respect to the following only: 
 
<<insert a detailed description or list of the matters with respect to which the 
authorised party is to act on your behalf>>. 
 
Any actions taken by <<insert name of authorised party>> with respect to the above 
on [my] OR [our] behalf shall have the same effect as those actions taken by 
[myself] OR [us] with respect to the same. 
 
This authorisation is valid and will continue [from <<insert date>> until <<insert 
date>> unless an extension is agreed between [myself] OR [us] and <<insert name 
of authorised party>>] OR [until further written notice from [myself] OR [us]]. 
 
 
Yours sincerely, 
 
 
 
<<insert name and title>> 
[For and on behalf of <<insert business name>>] 
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