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Authorization Letter to Claim Passport ﻿
From
Adam Gilbert
Manager at Marketing Department
Contact: [X]
To
Chris Amish
CEI at ABC Company
Contact: XYZ
Date: 12th July 20XX
Subject: To Whom It May Concern
Dear Recipient,
I, (mention your name), hereby authorize (mention the name of the person to be given the authority) to claim and collect the passport on my behalf from the passport office. I have taken this decision because I am currently residing in another country and it is not possible for me to come since my current passport has expired and I cannot come back and collect it.
Mr. ABC is allowed to take all the steps and procedures that must be taken in order to collect the passport. Mr. ABC will represent himself as who he actually is and will show up with his original and real documents. In case the passport gets lost, I will not hold Mr. ABC responsible.
Furthermore, Mr. ABC shall not be allowed to take any action using my identity document. He is authorized to only collect the passport from the office. Please allow me to permit Mr. ABC to come forward and act on my behalf as this is very urgent and critical.
Regards,
Signatures of the sender.
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