Date: 00/00/0000
To
The Manager,
Bank Name 
Bank Address

Dear Sir,

Sub: To Collect Bounced Cheques (A/c No. 000000000000000000)
We are having current accounts (A/c No. 0000000000000) on the name of Company Name with Bank and bank address. Currently we are banking the cheques with your branch.
We are authorizing to Mr. XYZ to collect bounced cheques of my account from your branch.  

Kindly issue the same.
Thanking You
Yours faithfully

For Company Name
Director Name
(Director)

