[Existing Company Secretary:
Corporate Name
Correspondence address
Email address]

[Date]


To whom it may concern.

Subject: Authority letter for collection of all corporate documents

I,[name of a director/ authorized representative] of [Company Name] (the “Company”),hereby authorize Agenda Corp Limited (and/or any persons nominated by Agenda Corp Limited) to collect all corporate documents of the Company kept by you on my behalf.

I give my permission to you to give corporate records, registers, minutes, resolutions and all other documents kept by you on the Company’s behalf to Agenda Corp Limited (and/or any persons nominated by Agenda Corp Limited).

Please do the needful at the earliest.

[bookmark: _GoBack]I thank you for your previous assistance as our company secretary and in anticipation for your support.

Yours sincerely,
For and on behalf the Company




[name of a director/ authorized representative]
