An authorization letter is written for taking permission and granting approval to access desired resources within defined responsibilities and parameters of legal restriction. People write authorization letters in case of medical, legal, traveling and other issues. To write an effective authorization letter, refer the given instructions:

· Specific contact details of an individual who has authority to recognize your authorization letter must be provided.

· Address the person with appropriate prefix must be provided

· Understand the sensitivity of matter and clarify all doubts before writing authorization letter. When you outline the letter, first paragraph should contain information about the person who is to be authorized with all mandatory details.

· Write exact reason behind your authorization letter along with the validity of authorization. Avoid written mistakes and confusions to make authorization letter, understandable.

· Mentions all periods with assured dates and clear accessible responsibility. It is advisable to define authorization duties after getting approval according to legal clauses.

· Close letter with name and address of the sender along with signatures of sender and person who is to be authorized.

Thus with the help of these tips one can draft an effective authorization letter.

