
Authorize payment release to employee or representative

Subject: Payment Authorization

    Dear [HR/Finance Department],

    I, [Your Name], authorize [Authorized Person's Name] to collect my salary/payment of [Amount]

for the period [Start Date] to [End Date] on my behalf. This includes signing acknowledgment

receipts.

    Thank you for facilitating this process.

    Regards,  

    [Your Name]  

    [Employee ID]  

    [Department]

Get more templates here: 

https://www.lettersandtemplates.com/letters/authorization-letter-for-payment


