1st June 20XX
From:
Address:
To:
Address:
Subject: Authorization to Represent on Behalf of Company [X]
To whom it may concern,
It is to certify that Mr. XYZ is a competent employee of my company. I am writing this letter to authorize Mr. XYZ to represent on behalf of my company today (1st June 20XX) as I am engaged in a personal commitment. He is a diligent and brilliant employee and can carry forward the task vigilantly. Thank you for your understanding.
I appreciate the cooperation of both of you. 
Regards,
Name of the Sender
Designation 
Signatures   
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