[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To,
[The Recipient]
[Department]
Subject: Authorization to drive company vehicle

Dear Johnson,
This document serves as a letter conferring upon you the authority to drive the company vehicle. The authorization period is starting from [date] and will end on [date]. Moreover, you must note that this authority is provisional and subject to verification of your related documents such as a valid driving license and correct driving record.
Mr. [X], giving you an authority to drive the company vehicle does mean a lot to us. It means that we have full trust and extending it towards you. So, it is supposed that you will use it as per existing traffic laws and company policies at the same time. Also, you will be responsible for any damage to the vehicle or loss of property of any person due to an accident as a result of your actions.  
You are hereby directed to provide the required documents to the HR department so that verification and other formalities could be accomplished as soon as possible. The deadline for this purpose is [date] and after that, no excuse will be entertained. So, cooperate with us and comply with the instructions to avail of this opportunity.
Yours sincerely,
[XYZ]
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