NEW BAL GE Please follow the step by step guide to applying
for a new badge.

APPLICATION PROCESS Aot

Ask your Authorized Signer
AUTHORIZED SIGNER

e Pre-enroll the applicant in
the Authorized Signer Portal.

EMPLOYEE

e Schedule new badge appointment v

Don’t forget to
' bring the Required °
{ Documents to your

appointment
‘ ‘ ‘ EMPLOYEE EMPLOYEE

Be ON TIME for your scheduled badge G Apply online for a customs seal
appointment and be prepared with all
required documents.

Routes to Authorized Signer for approval

Not all new employees require a customs seal
- please check with your authorized signer if
this step is required

Background checks typically take 3-5
business days to process. Your Authorized
Signer will be notified via email when your
background has cleared.

EMPLOYEE Training cutoff times: EMPLOYEE
. AMA - 3 hours prior to close Pick bad
When your background check is cleared. AOA - 2 hours prior to close ick up your badge

Check in at the Credential Center. SIDA - 1 hour prior to close
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https://hosting.portseattle.org/SAFESelfService/ssl/login.aspx?ReturnUrl=%2fSAFESelfService%2fDefault.aspx
https://hosting.portseattle.org/apptque
https://www.portseattle.org/page/us-customs-seal-application
https://www.portseattle.org/sites/default/files/2022-02/Required%20Docs%202022.pdf
https://www.portseattle.org/employee-services/credentials-trainings



