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. . . . . . . . .Leadership Across the Business Enterprise . . . . . . 



• Business Coaching



• Market & Brand Consulting



• Business Publishing


Letter of Authority Template

(Today’s Date)

Project Name:

Due Date:

Originator (if known): 

Next in line gets a cc: (supervisor, manager)

Project overview description:

“It is my understanding that (explanation):

Include what is required by you to complete on time, within budget, materials available, access to higher level meetings/resources, other conditions, etc. (State them all):

Approval required signatures and back up ones available in primary’s absence:

Contact Information:

Name(s)

Department

Company

Analysis of potential blockages:

Plan B strategies:

Any factors need to be known from the mile-high level:

{Pending strike, a warehouse burned down, buy-out pending (FedEx/Kinko’s),

Chain of command, best times to reach (global time zones/issues)}

Request for feedback on your overview with a signature by (date):

Any recommendations from the next up:

Supervisor/Manager’s signature:









Originator’s signature if available: 








Project Manager’s signature (if different): 








Your signature:  








This letter attaches to any subsequent reports that result from the project. It’s amazing how much cooperation you can receive when someone’s name is on the sheet.
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