
Internal memo for designating an authorized signatory

Subject: Authorized Signatory Update

    Hi Team,

    This is to inform you that [Name of Employee] has been designated as an authorized signatory for

[specific documents or processes] starting from [Date].  

    Please ensure all relevant approvals and documents are routed accordingly.  

    Thanks for your cooperation.

    Regards,

    [Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/authorized-signatory-letter-format


