[Your Company Letterhead]
[Date]
To Whom It May Concern,
Good day.
This letter is to formally appoint [Name of Representative] as our authorized representative to act on behalf of [Client/Company Name] in matters related to sourcing office space for lease.
[Name of Representative] is authorized to:
· Inquire about available office spaces for lease
· Conduct site visits and inspections
· Communicate with property owners, lessors, and agents
· Request and receive relevant documents, proposals, and lease terms
[bookmark: _GoBack]Please note that any final agreement or lease contract shall remain subject to the review and written approval of [Client/Company Name].
We kindly request that you extend your full assistance to our representative in the conduct of this engagement.
Should you require further verification or have any questions, please feel free to contact us at [contact details].
Thank you for your assistance.
Sincerely,
[Your Name]
[Your Position]
[Client/Company Name]
[Contact Information]

