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Introduction

When you need to retrieve important banking documents from a Malaysian bank but cannot be present in person, 

an authorization letterbecomes an essential tool. Whether you’re a business owner delegating a staff member, a

relative handling a loved one’s financial affairs, or a legal representative preparing a case file, a properly drafted

authorization letter ensures smooth access to your bank’s records. This guide covers everything you need to know:

why banks require such letters, what elements make them valid, sample templates, step �by �step instructions for

document collection, legal considerations, and common pitfalls to avoid.

Understanding the Need for an Authorization Letter in Malaysia

Why Banks Require Authorization

Malaysian banks operate under strict regulatory frameworks, including the Central Bank of Malaysia (Bank Negara

Malaysia) and the Personal Data Protection Act (PDPA). These regulations mandate that only the account holder or

an officially authorized representative may request sensitive documents. An authorization letter serves as written

proof that the account holder consents to the representative’s actions, protecting both the bank and the individual

from fraud.

When You Need to Collect Documents on Someone’s Behalf

Typical scenarios include:

•  Collecting a loan statement for a business partner who is overseas.

•  Obtaining a proof of deposit for a family member’s estate settlement.

•  Retrieving transaction histories for a legal dispute.

•  Collecting credit card statements for an accountant.

In all these cases, the representative must present a clear, signed authorization letter to the bank.

Key Elements of a Valid Authorization Letter

Essential Information to Include

An authorization letter must contain:

1.  Account holder’s full name and identification details (NRIC, passport, or other valid ID).

2.  Account number or other unique identifiers.

3.  Representative’s full name, ID details, and contact information.

4.  Specific documents requested (e.g., bank statements, loan agreements, credit reports).

5.  Duration of the authorization (start and end dates).

6.  Signature of the account holder, witnessed or notarized if required.

7.  Date and place of issuance.

Legal Formalities and Signatures

While Malaysian banks may accept a simple handwritten signature, many institutions recommend a notarized or

witnessed signature to reduce the risk of disputes. A notary public affirms the authenticity of the signatures and the



identity of the parties involved, providing an additional layer of legal assurance.

Sample Authorization Letter for Bank Document Collection in Malaysia

Template 1: Simple Authorization

This template is suitable for straightforward requests, such as obtaining a single bank statement.

Authorization Letter Sample 1

To Whom It May Concern,

I, John Doe, holding NRIC No. 123456-78-9012, account number 9876543210 at XYZ Bank, hereby authorize 

Jane Smith, NRIC No. 210987-65-4321, to collect the following documents on my behalf:

•  Bank statements for the period 01/01/2024 to 31/01/2024.

This authorization is valid from 01/02/2024 to 28/02/2024. I confirm that the above information is accurate and that I

have no objection to the requested documents being handed over to the authorized representative.

Sincerely,

John Doe

Signature: ____________________

Date: ____________________

Template 2: Detailed Authorization with Powers of Attorney

Use this when the representative needs broader access, such as retrieving multiple documents or handling

ongoing financial matters.

Authorization Letter Sample 2

To the Manager of XYZ Bank,

I, Maria Tan , NRIC No. 987654-32-1098, account holder of account number 1122334455, hereby appoint Robert 

Lim, NRIC No. 564738-29-1234, as my authorized representative for all matters related to my bank account. This

includes, but is not limited to, collecting statements, loan documents, and any correspondence from the bank.

The authorization is effective from 15/03/2024 and shall remain in force until 15/09/2024, unless revoked in writing

by me.

I confirm that I have provided Robert Lim with my signed authorization letter and that he is fully empowered to act

on my behalf.

Sincerely,

Maria Tan

Signature: ____________________

Witnessed by: ____________________

Date: ____________________

Template 3: Digital/Online Authorization



Some banks accept electronic authorization via secure portals. This template includes a digital signature

placeholder.

Authorization Letter Sample 3

To the Digital Services Team, XYZ Bank,

I, Ahmad Rahman, NRIC No. 321654-87-6543, account number 5566778899, authorize the following

representative to act on my behalf for the retrieval of documents:

•  Monthly statements from 01/01/2024 to 31/01/2024.

•  Credit card transaction summaries for the same period.

Representative: Siti Aisyah, NRIC No. 876543-21-0987.

This authorization is valid from 01/02/2024 to 28/02/2024. I confirm that the digital signature below is my authentic

signature.

Sincerely,

Ahmad Rahman

Digital Signature: Signature Image

Date: ____________________

Step �by �Step Guide to Collecting Documents from a Malaysian Bank

Preparing Your Documents

Before heading to the bank, gather:

•  Printed copy of the authorization letter.

•  Valid ID of the representative (NRIC, passport).

•  Any additional documents requested by the bank (e.g., a copy of the account holder’s ID, a business 

registration certificate if the account is corporate).

Visiting the Bank Branch

Choose a branch that offers the services you need. If the bank has a dedicated customer service desk for

document requests, it may streamline the process.

Submitting the Authorization Letter

1.  Present the authorization letter to the teller or customer service representative.

2.  Show the representative’s ID and any other required identification.

3.  Answer any questions about the requested documents.

4.  If the bank requires notarization, have the representative sign in the presence of a notary public before 

submitting.

Receiving the Requested Documents

Once the bank verifies the authorization, the documents may be:

•  Handed over immediately.

•  Printed and sealed in an official envelope.

•  Sent electronically to the representative’s registered email.



Always keep a copy of the documents for your records.

Common Mistakes and How to Avoid Them

Missing Information

Failing to include the account number, specific documents requested, or the duration of authorization can lead to

delays or outright rejection.

Incorrect Signatures

If the signature on the letter does not match the account holder’s official signature or if the signature is illegible,

banks may request a re �submission.

Failure to Provide Identification

Both the account holder and the representative must present valid IDs. Some banks will refuse to process the

request if the ID is expired or not recognized.

Legal Considerations and Compliance

Banking Regulations in Malaysia

The Central Bank of Malaysia mandates that all banks maintain strict customer verification procedures. An

authorization letter must comply with these rules, ensuring that the account holder’s consent is explicitly

documented.

Privacy and Data Protection

Under the PDPA, banks are required to protect personal data. An authorization letter should specify the scope of

the data that can be accessed, preventing over �reach.

When to Seek Legal Advice

If you’re dealing with complex financial instruments, corporate accounts, or legal disputes, it may be prudent to

consult a lawyer. They can draft a comprehensive power of attorney that covers all necessary powers.

Alternative Ways to Obtain Bank Documents

Online Banking Portals

Many Malaysian banks offer secure online portals where account holders can download statements and other

documents. If you have online banking access, you can often generate the required documents yourself.

Third �Party Services

There are licensed financial service providers that can act on your behalf to collect documents. However, they must

also present an authorization letter and comply with the same regulatory standards.

Frequently Asked Questions

What is the difference between an authorization letter and a power of attorney?
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