
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Company Address] 

[City, State, Zip Code] 

 

[Agent's Name] 

[Agent's Position] 

[Agent's Company/Organization] 

[Agent's Address] 

[City, State, Zip Code] 

 

Dear [Agent's Name], 

 

We are pleased to officially recognize you as a representative agent for [Your 

Company/Organization]. Your appointment is effective as of [Effective Date]. This recognition 

reflects our confidence in your abilities and your commitment to maintaining the highest 

standards of professionalism. 

 

Your role as an appointed agent involves [briefly describe responsibilities]. We are excited to 

work closely with you to achieve our mutual goals and believe that your skills and dedication 

will greatly enhance our efforts. 

 

Thank you for your commitment to excellence, and once again, welcome to our team. We look 

forward to accomplishing great things together. 



 

Sincerely, 

 

[Your Signature] 

[Your Printed Name] 

[Your Position] 


