
A GENERAL GUIDE TO COMPLETING THE LETTER OF AUTHORISATION FOR BUSINESS ENTITY WHERE THE 
REPRESENTATIVE IS A DIRECTOR OR A PARTNER OF THE BUSINESS ENTITY. 

Please type it on your company / organisation’s LETTERHEAD.  If handwritten it must be neat and legible.   File only original copy. 

Step 1: 

This letter is to be prepared on your company / 

organisation’s LETTERHEAD and is required for every 

attendance 

This format is to be used if the representative is a director 

or a partner. 

Step 2: 

Date of attendance. 

Delete whichever is not applicable. 

Step 3: 

Insert the Claim and/or Counterclaim No.. 

Delete whichever is not applicable:- 

 Name, 

 Passport / NRIC / FIN no., and 

 Designation. 

Delete whichever is not applicable and insert the date of 

Consultation / Hearing. 

Step 4: 

Signature of director (or full-time employee) / partner 

Insert the name, Passport / NRIC / FIN no., designation and 

stamp of your company / organisation. 



A GENERAL GUIDE TO COMPLETING THE LETTER OF AUTHORISATION FOR BUSINESS ENTITY WHERE THE 
REPRESENTATIVE IS A FULL-TIME EMPLOYEE OF THE BUSINESS ENTITY. 

Please type it on your company / organisation’s LETTERHEAD.  If handwritten it must be neat and legible.   File only original copy. 

Step 1: 

This letter is to be prepared on your company / organisation’s 

LETTERHEAD and is required for every attendance 

This is for the representative who is representative is a full-time 

employee. 

Step 2: 

Insert date of attendance 

Delete whichever is not applicable 

Step 3: 

Insert the Claim and/or Counterclaim No. 

Delete whichever is not applicable and insert:- 

  Name 

  Passport/NRIC/FIN no., and 

  Designation. 

Delete whichever is not applicable and insert the date of 

Consultation / Hearing 

Step 4: 

Signature of Director or Partner 

Insert the name, Passport / NRIC / FIN no., designation and 

stamp of your company / organisation. 


