SAMPLE AUTHORIZED SIGNATURE LETTER

Note: This letter must appear on company letterhead (or personal letterhead if individual lease holder) with original signatures and be dated)
Company Letterhead

Date

Dear Airport Security Coordinator:

In compliance with TSR 1542 (airport security) and TSR 1544 (air carrier security) requirements for Criminal History Records Check and Security Threat Assessment, the following employees of__(Company / Tenant Name)__  will have had Criminal History Records Checks and or Security Threat Assessment performed, and have been authorized to sponsor employees for unescorted access privileges.  They will complete annually Authorized Signer Training provided by the Airport and they are authorized to sign for Airport ID badges, keys and other access media.  They will also cooperate with audits, report lost/stolen/discontinued badges immediately (followed by paperwork within two business days), and sign any other correspondence with City of Concord Regional Airport related to Airport Security or Operations.






Sincerely,







(Company Representative Sign Here)

(Title)

PRINT NAME OF AUTHORIZED SIGNER:

__________________________________________
 

JOB TITLE OF AUTHORIZED SIGNER:     

__________________________________________
 

SIGNATURE OF AUTHORIZED SIGNER:     
__________________________________________
 

PHONE NUMBER AUTHORIZED SIGNER:     
__________________________________________


EMAIL ADDRESS OF AUTHORIZED SIGNER:     
__________________________________________


STA / CHRC COMPLETION DATES:  ____________________________ & _______________________
(Leave blank until completed by employee) 

AIRPORT AUTHORIZED SIGNER TRAINING COMPLETION DATE
____________________________

(Leave blank until training is completed) 

