[Recipients Name]
[Address Line 1]

[Address Line 2]

[State, Zip Code]

[Subject: Normally Bold, Summarizes the Intention of the letter]

To whom it may concern:

Please be informed that [ Person to be authorized ] is authorized to act on my behalf regarding this account from [ Specific Date Range ]. I will be in [ EG: Oversea, Melaka, Penang, … ] and will not be able to attend to my affairs. During the mentioned above dates, [ Name of Person to be authorized ] is authorized to [ EG: withdraw funds, deposit funds and write cheque] from this account. 

Bank Account Details
· Account Number: 

· Account Holder: 

· IC No: 

Please call me at this number [EG: 01123456789 ] if you have any questions.

Sincerely, 


____________________​​_
(Name of Account Holder)
