Sample of a general letter of authorisation for the purpose of representation in administrative proceedings:
LETTER OF AUTHORISATION
…………………………… (insert details of the Authorising Person, i.e. person granting the authorisation, e.g. MAH (marketing authorisation holder) / MAA (marketing authorisation applicant) /applicant submitting a MA variation/transfer/recognition application – give the applicant’s name, registered address, ID number and other identification details) (hereinafter “the Authorising Person”) 
hereby appoints 
…………………………….. (insert details of the Authorised Person, either:
a) LEGAL ENTITY– i.e. a company – give the name of authorised company, its registered address, ID number and other identification details ;  or
b)  NATURAL PERSON – i.e. Mr/Ms – give full name(s) of the authorised person, his/her address, other identification data may be included when applicable 
(hereinafter “the Authorised Representative”)
!!!IMPORTANT!!! – Pursuant to Section 33 (1) of Act No. 500/2004 Sb., Administrative Procedure Code which takes effect on 1.1.2006 a participant in administrative proceedings may have simultaneously ONLY ONE REPRESENTATIVE!!

as its representative  ……………………………………
Specify the type of proceedings and scope of authorisation granted to the Authorised Representative, e.g.
· to perform any acts within proceedings related to the procedure for granting a marketing authorisation for medicinal product XY or a manufacturing authorisation 
· to act on behalf of the Authorising Person in all matters within administrative proceedings related to mutual recognition procedure no. ………or related to medicinal product XY

· to perform specified, clearly defined acts within administrative proceedings (different representatives  may be appointed) e.g. matters related to MRP procedure until day 90 or MRP procedure after day 90. 
This Letter of Authorisation is issued for an unlimited/limited period of time. (Choose one option; when Letter of Authorisation is subject to time limitation the expiry date must be stipulated in the instrument.).
(!!!IMPORTANT!!! - Pursuant to Section 33 (3) of Act No. 500/2004 Sb., Administrative Procedure Code which takes effect on 1.1.2006, the Authorised Representative may delegate his/her authorisation to another person to substitute him/her only when the Letter of Authorisation explicitly states that he/she is authorised to do so.)
This fact must be stated in the instrument, e.g.:
The Authorised Representative may delegate this authorisation to another person to represent him/her in full scope of authorisation granted by the Letter of Authorisation.
Signed in Prague on this day of   … (date of execution of the Letter of Authorisation)
…………………………..

Legible name and surname of the Authorising Person and his/her personal signature 
(The signature must be certified by a notary and the Letter of Authorisation must be signed by the person authorised to act on behalf of the Authorising Person, e.g. a corporate agent, proctor, empowered person, member of the board of directors etc.)

Declaration of the Authorised Representative that he/she accepts the appointment, assumes the fiduciary and other legal responsibilities, including date (not mandatory) may be added below, e.g.:

I accept my appointment as the Authorised Representative under this Letter of Authorisation.
…………………………..
Date and signature of the Authorised Representative
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