
Name of Business:

Business Address:

Business Phone:

Signatory Name:

Email:

Roles and Responsibilities: (AS Applicant MUST initial next to each statement)

Designated Signatory Authorization
and Information Sheet

2200 Norview Avenue Norfolk, VA 23518-5807 FlyORF.com2200 Norview Avenue Norfolk, VA 23518-5807

Name of Business:

Business Address:

Business Phone:

Signatory Name:

Email:

Roles and Responsibilities: (AS Applicant MUST initial next to each statement)

Signatory Authorities will be the designated points of contact between the Norfolk Airport and their 
respective employer for issues pertaining to badging regulations and issuances.

Persons with Signatory Authority designations are required to complete the SIDA training provided 
by the Airport and to undergo a Security Threat Assessment and Criminal History Records Check 
prior to obtaining such designation.

Signatory Authorities must certify that all applicants’ normal job responsibilities require
the level of badge access that is being requested.

As a Signatory Authority, you may request access authorization and certify the need for others to 
have access. You shall provide signatures on an original form required by the Airport Police. In the 
issuance of an identification badge, the Airport relies heavily on the representations and 
certifications made by the applicants and their supervisors and managers. However, the Airport 
retains the ultimate authority, right and responsibility to determine an applicant’s legitimate need for 
an identification badge.

The responsibility for an individual issued an identification badge rests exclusively with the 
employer whose representative’s signature appears on the identification card application form.

The Airport application for unescorted access authority must be completed by the applicant prior to 
fingerprinting. The application contains a list of disqualifying offenses with a statement signed by 
the applicant stating that he/she does not have any disqualifying offenses. The applicant also must 
sign a statement that imposes a continuing obligation to disclose to the airport operator within 24 
hours if he/she is arrested for any disqualifying offense while he/she has unescorted access 
authority. The employer is also obligated to notify the airport of such an arrest or conviction of its 
employees who possess unescorted access authority.

1.

2.

3.

4.

5.

6.

Designated Signatory Authorization
and Information Sheet



2200 Norview Avenue Norfolk, VA 23518-5807 FlyORF.com

Prior to fingerprinting, the Airport must verify the identity of the applicant through two forms of 
identification. Valid forms of identification can be referenced from the I-9 List of Acceptable 
Documents. To view this list, visit www.uscis.gov/files/form/i-9.pdf and scroll down to the last page 
titled “List of Acceptable Documents”. At least one of the two forms of ID must have been issued by 
a government authority and at least one form must have a photo. If the applicant possesses 1 form 
of identification specifically listed under column A of the I-9 list, then that one ID will suffice 
(examples include passport, Permanent Residency Card, etc.).

The Airport requires that each unescorted person with Airport-authorized unescorted access to 
SIDAs display Airport-issued (or approved) photo identification on their outermost garment, above 
the waist level at all times while in those areas.

All persons with unescorted access to the Airport SIDAs are charged with the continuing duty of 
challenging any person detected in the SIDA who is not displaying an Airport issued (or approved) 
identification.

The Airport requires all air carriers, tenants, vendors and contractors to provide immediate 
notification to the airport when any of the following occurs:

• An individual’s access authority has been revoked or limited
• An individual’s access medium (i.e. ID/access badge) has been lost or stolen
• A current identification media holder no longer meets the requirements of employment eligibility

as identified in the “Form I-9, Employment Eligibility Verification”. (for example, if a visa
authorizing employment has expired)

• The air carrier, tenant, vendor or contractor becomes aware that the access control system or a
component of the system has been compromised or threatened through any means.

• Any authorized user who observes any failure of an access control mechanism to function as
designed and intended.

Upon the termination or loss of the badge, it is the employer’s responsibility to notify the Norfolk 
Airport Police Department (757-857-3344) immediately, but not more than 8 hours, after the 
termination or loss. Badges that are recovered must be returned to the Norfolk Airport Police 
Badging office as soon as possible.

If an applicant is disqualified from the badging process, that person cannot be escorted into any 
SIDA area by anyone, regardless of the authority of the escorting personnel.

Applicants must obtain their SIDA badge within 30 days from notification by the Norfolk Airport 
Authority that they have successfully completed the background check and are qualified to receive 
a badge.

By signing below, I acknowledge that I have read, understand and agree to the roles and responsibilities 
of being the Authorized Signatory for the above-named company.

Name (Print):

Signature: Date:
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