SAMPLE LETTER OF AGENCY
Have the following letter typed on your Client’s company letterhead:

DATE
Vendor Contact Name

Vendor Name

Vendor Address

Vendor City, State, Zip

Re: (CLIENT ACCOUNT NUMBER WITH VENDOR)
To Whom It May Concern:

We the undersigned, hereby authorize (YOUR COMPANY NAME) to act on our behalf in all manners relating to our Services and Agreements with (VENDOR NAME), including negotiating, authorizing, scheduling or canceling Services, and signing of all documents relating to these matters. Any and all acts carried out by (YOUR COMPANY NAME) on our behalf shall have the same affect as acts of our own.

This authorization is valid until further written notice from (CLIENT COMPANY NAME).

Sincerely,

(Client Company counsel or Client Company Officer Signature)
(Name and Title)
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