Casual email for temporary representation
Subject: Authorization to Act on My Behalf

Hi [Recipienta€™s Name],

Just letting you know that 1&€™m giving [Representativea€™s Name] permission to handle
[specific matter, e.g., signing some paperwork, picking up documents, or attending a meeting] for
me since | wona€™t be available. Theya€™Il be representing me from [date] to [date].

If you need confirmation, feel free to reach out to me directly. Thanks for your understanding.

Best,

[Your Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/representative-or-agent-authorization-letter-to-represent




