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

Template 1: Sample Letter to be Completed by Hiring Company

Verification of Hiring Letter Template

Company Letterhead with Logo 

Date

Norfolk Airport Authority
Airport Security Coordinator
2200 Norview Avenue
Norfolk, Virginia 23518

RE: Designation of Subcontractors for (Name of Subcontractor Company and Project Title)

To whom it may concern,

The following subcontractor will assist in the (Name of Project and Project Details) and has been 
provided the Badge Application Package:

(List each subcontractor company name, address, city/state/zip, and contact number as illustrated 
below):

Contractor 1:

Contractor 2:

I estimate (the number of workers) workers from Sterling Electric and (the number of workers) 
workers from Airport Paint will be required to complete this project.

*Requested badge expiration date: (Date and Year)

*Driver authorization is requested for the Apron or Airfield or Both (if applicable)

Sincerely,

Authorized Printed Name and Signature

Steel Electric (Electrician)
9000 Cow Street
Norfolk, Virginia 23518
(757) 333-3333

Airport Paint (Painting)
7000 Highway
Virginia Beach, Virginia 23462
(757) 654-3241

Signatory Sample Letter Templates
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Template 2: Sample Letter by Company Requesting a Badge

Designated Signatory Authority Template

Company Letterhead with Logo 

Date

Norfolk Airport Authority
Airport Security Coordinator
2200 Norview Avenue
Norfolk, Virginia 23518

RE: (Company Name) Authorized Designee list to keep on file at the Airport

To whom it may concern,

The following employees are authorized to approve all (Company Name) employee applications to the 
Norfolk International Airport (NIA).

(List each employee and provide signature as illustrated below):

Signature
Joe Smith
Electrician Supervisor

Signature 
Earl Jones
District Safety Manager

Sincerely,

Authorized Printed Name and Signature



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

Template 3: Sample Letter by Company Requesting a Badge

Authorized Personnel Template

Company Letterhead with Logo 

Date

Norfolk Airport Authority
Airport Security Coordinator
2200 Norview Avenue
Norfolk, Virginia 23518

RE: (Company Name) Authorized Employee List

To whom it may concern,

The following (Company Name) employee(s) will require badge(s) to complete work for (Name of 
Project):

(List each employee and provide signature as illustrated below):

1. Smith, Joe A.
2. Jones, Earl P.
3. Weather, Charles B.

(Name and Title of Qualified Driver Trainer) will be the qualified Driver Trainer (if applicable)

Sincerely,

Authorized Printed Name and Signature




