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SENIOR SIGNING AUTHORITY

As Senior Requesting Officer you have prime responsibility within your organization to ensure that
individuals employed by, or providing a service to or on behalf of, your organization are complying
with Canadian Aviation Security Regulations and Calgary Airport Authority directives pertaining to
airport restricted area access.

You assume financial liability on behalf of your organization for all fines, penalties and
administrative charges levied by Transport Canada or the Calgary Airport Authority for failure by
anyone under control of your organization to comply with Canadian Aviation Security Regulations
and Calgary Airport Authority directives, and “terms” pertaining to airport restricted area access.

As such, you are required to ensure that:

1. Anytime an employee leaves a company that the individual’s RAIC/Temp Pass and keys, if applicable,
are returned to Pass Control immediately

2. Appropriate security measures are in place if your company is responsible for a restricted area
access point

In accordance with the Calgary Airport Authority’s current policy, your company will be invoiced a non-
refundable administrative fee of $300 for the RAIC and $25 for each key not returned in a timely
fashion.

You may designate other individuals within your organization to assist you with this appointment; they
will be Designated Requesting Officers. Unless the Calgary Airport Authority Security Manager is
notified, in writing, of any restrictions, the signatures of your Designated Requesting Officers will have
the same authority as your own. Your number of delegates is to be kept to an absolute minimum and
you are responsible for the actions of all designates you appoint.

You shall ensure that:

1. You are familiar with Canadian Aviation Security Regulations and those sections of the
Transportation Security Clearance Program applicable to your position.

2. Everyone employed by, or providing a service to or on behalf of, your organization for whom airport
restricted area access is requested is aware of their responsibilities under the regulations and
directives cited above.

3. Current Certificates of Appointment for yourself and those who you’ve designated are on file in the
Pass Control Office.
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4. Each request for an airport restricted area access clearance, airport restricted area access pass,
airport keys and airport access cards are signed by a duly appointed Authorizing Officer.

5. Each request for an airport restricted area access pass, airport keys and access cards, is for the
minimum access needed by the applicant to effectively carry out their duties.

6. All airport restricted area passes, airport keys and access cards for which there is no longer an
entitlement by the person to whom they were issued, are returned, within one working day, to the
Pass Office.

7. The Calgary Airport Authority Manager of Security is provided a record of the names of individuals to
whom Airport Authority controlled door codes have been given, upon request

DESIGNATED SIGNING AUTHORITY

When needing to appoint a designated signing authority, they are required to complete the
“Certificate of Appointment, Designated Requesting Officer” form which must be requested and is
given by the Administrator of the Pass Office, via email.

Once completed and signed, the designated personnel are allowed to book a 20-minute appointment
with the Pass Office so we can collect the electronic signature.

After this has been completed, they are allowed to sign forms on behalf of the company.

Designate signing officers are required to understand the terms and conditions. They are listed below
for your records.

IMPORTANT NOTE: Personal information about a company employee, will not be given out to anyone
from the same company except a signing authority; either a Senior or Delegate. There are NO
exceptions.
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DESIGNATED SIGNING AUTHORITY TERMS AND CONDITIONS

As a Designated Requesting Officer, you are responsible to your Senior Requesting Officer to ensure
that individuals employed by or providing a service to or on behalf of your organization, are complying
with Canadian Aviation Security Regulations and Calgary Airport Authority directives pertaining to
airport restricted area access.

Your Senior Requesting Officer has assumed financial liability on behalf of your organization for all
fines, penalties and administrative charges levied by Transport Canada or the Calgary Airport Authority
for failure, by anyone under control of your organization, to comply with Canadian Aviation Security
Regulations and Calgary Airport Authority directives, and “terms” pertaining to airport restricted area
access.

Unless the Security Manager at the Calgary Airport Authority has been notified, in writing, by your
Senior Requesting Officer of any restrictions, your signature will have the same authority as your
Senior Requesting Officer’s signature. You will be responsible to your Senior Authorizing Officer for all
your actions.

Your prime responsibility is to assist your Senior Requesting Officer in their role.
It is your duty to ensure that:

1. You are familiar with Canadian Aviation Security Regulations and those sections of the
Transportation Security Clearance Program applicable to your position.

2. You understand the responsibilities of your Senior Requesting Officer and the responsibilities they
have given to you as their designate
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FAILURE TO RETURN — RAIC/TEMP BADGES

As a Senior Signing Authority, it is your duty to ensure the return of employee RAIC/temp badges to
the Pass Office. If an employee will be away for 30 days or more, it is required for the employee to
return their RAIC/temp badge.

If an employee has been let go or leaves their job, it is up to the Designated or Senior, to notify the
Pass Office they are no longer employed with the company. The Pass Office will then void the
RAIC/Temp Badge until it has been returned.

Every month, a monthly report is sent to the Senior Signing Authority, to confirm that the employees
listed are still employed with the company, along with the expiry and key report.

Once a RAIC or Temp badge has been voided, the company has 5 business days before they receive a
“failure to return” notice. A failure to return is a notice, stating that we have voided a RAIC, or Temp
Badge and the Pass Office has not received it. There are penalties surrounding the failure to return a
badge as these badges are Calgary Airport Authority Property.

One unaccounted badge could cost the company up to $525. If a company has over $1500 in
outstanding invoices their Pass Office privileges will be revoked until the charges have been paid

PENALTY

Initial Action: Employer will receive an email stating that the employees RAIC must be returned to the
Pass Control Office within 5 business days.

First Notice: A first notice will be sent to the Senior Signing authority, two weeks after the Initial email
has been sent, if the RAIC/Temp badge has not been returned.

Second Notice: Will go out one week after First notice has gone out and RAIC/Temp badge is still
outstanding.

Reminder Email/ Final Notice: Will go out a month after the Second notice.

Invoice: Must be paid within 45 days

*Please note, companies with an outstanding balance could potentially have all pass control privileges revoked. There will
be a 25% administrative penalty that will be retained by the Calgary Airport Authority if the RAIC is returned within 7 days.

RETURN RECEIPTS

When RAIC/Temp Badges/Keys are returned, the Pass Office will send a Return Receipt to the Senior
Signing Authority to notify them that they have been returned. These receipts will be sent over email.
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TRANSPORT CANADA SECURITY CLEARANCE

A Transport Canada Security Clearance allows an individual to work in the restricted areas, post
security, at the airport. This application will ask the applicant for their information, residences, and
activities from the last 5 years.

ID Badges are issued to those who only need to access on the pre-secure side of the airport. Applicants
are not required to complete a Transport Canada Security Clearance Application for an ID Badge.

THE APPLICATION PROCESSES
As of January 2023, all TSCA applications are now required to go through DocuSign.

1. The applicant goes to the Transport Canada website (details on following page) and fills out the
information for their Transport Canada Security Application.

2. In the signing authority section of the application, they must use their signing authority’s email
address.

3. Once the applicant has submitted their application, it gets sent to their signing authority’s email
address that they have used on their form.

4. Once the signing authority confirms that the applicant is applying with their company, the
signing authority signs off on the application (all through DocuSign).

5. The signing authority then “finishes” the signing of the document and this is then sent off to the
applicant.

IMPORTANT NOTE: if the applicant did NOT write their email address correctly, their application will
remain in limbo on Transport Canada’s side. They do not inform us of these applications unless they are
unable to figure out the email address.

6. The applicant opens their email, signs their Transport Canada Application, and uploads their
documents to their application (all through DocuSign).

7. The applicant presses “Finish” and the application gets sent to the PASS Office’s Transport
Canada DocuSign portal.

8. The applicant then books an appointment online, to come to the Pass Office with their forms
and documents, so we can process them.

Moving forward in DOCUSIGN, we need clear, glare free and both sides of the IDS used in the
application. We will need the IDS that were used on the application and no substitutions may be used.
Guidelines are provided on the Pass Office website to help reduce the amount of turn aways.
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WHERE TO FIND THE APPLICATION

You can find the application through the Pass Office portal through the “Transport Security Clearance”

pull down menu and selecting “Application for Transport Canada Transportation Security Clearance”
button.

IMPORTANT NOTE: Applicants are no longer required to print out applications, but it is beneficial for you

to understand what is asked of an applicant in the chances you need to assist them.

Please ensure that the applicant has read the information provided by Transport Canada before they
select the “apply” button, on the website.

If you need assistance during the application stage, videos have been created by Transport Canada to

help “Transport Canada Self Help Videos”

STARTING THE APPLICATION

1.

Select “New” or “Renewal”. A renewal is for those that have had a TSC in the last 2 years
Choose Airport when offered the option of Airport or Marine Port (If you Choose Marine Port,
there is no option for the Calgary Airport on the next page)

Choose “Calgary International Airport” as the enrollment site.

. The Occupation option have been streamlined. You may not see your actual title, but your Job

function should be listed. If not, select Other, and input your job function

Use Company’s local address not Headquarters address, if possible

Having the applicant know the correct signing authority will become crucial going forward.
Make sure all staff are aware of their signing authority

“Sponsor” is the company that is requesting the TSC - This should also be reflected in section 36
of the Transport Canada Application

We cannot accept applications that have no signing authority name. If application says, “Insert
Name Here”, that must be fixed for us to process the application.

INFORMATION REQUESTED IN THE APPLICATION

CONTACT INFORMATION

Client should be using an email address and phone number, they have access to and intend to
keep as if Transport Canada has any questions, they will contact them on that email.
A company phone number can be used i.e., HR’s direct contact


https://tc.canada.ca/en/programs/non-funding-programs/transportation-security-clearance-program/apply-transportation-security-clearance
https://tc.canada.ca/en/programs/non-funding-programs/transportation-security-clearance-program/need-help

CALGARY
AIRPORT
AUTHORITY

YYC

APPLICANT DETAILS

Only use information found on Official documents, Birth Certificate, Landing Paper, or
Citizenship document.

The Pass Office will only use the official information for your file reflected on your government
issued document

If the name on ID’s differ (eg, birth certificate/PR/Citizenship — Primary document, verses
Passport — Secondary document), the information provided on the primary document will be
used.

NAME HISTORY

Only use information that is found on primary documentation

Certain countries do not require Surnames/Given names for the unwed

Detail every name change. Include changing back to a maiden name after separation or divorce
Passes cannot be printed to reflect a middle name or assumed name

We cannot change a name in our system unless it was a legal name change. They must have
proper supporting documentation which has to be submitted to Transport Canada.

BIRTHPLACE OR CITIZENSHIP

For those born outside of Canada, we require the following information on the Transport
Canada application

Point of entry into Canada: The port you entered to obtain your landing papers

Date of Entry: The date you received your landing papers, not the date you first arrived in
Canada

For refugees select other and provide document information

Country of the passport is the country issuing the passport not the country where the passport
was obtained

CRIMINAL HISTORY

Having a criminal history does not automatically prevent you from obtaining a TSC

A review of your history is completed by RCMP and CSIS to verify accuracy

Providing false information can result in refusal and a ban from apply for a TSC for at least 5
years
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EDUCATION

Only needs to be filled out if Secondary Education was started more than 5 years ago
Make sure to include all Institution attended

RESIDENCES (SECTION 35)

Include all places that you have resided in the Past Five years

Travel related 6 months or less: If you have maintained one residence for the entire time you
were travelling and do not need to break up the stay at that residence; this will remain your
primary residence as this is where the mail would have been sent while you were away.

If you have spent extended periods (6 months or more) in other places or have worked outside
of the city of your primary residence, make sure to include all locations that were stayed at.

ACTIVITIES (SECTION 36)

Include all education, employment, volunteer work, and unemployment in this section

If unemployed use home address of the time for the work address

If moved while unemployed stop one block of unemployment and start a new block with the
updated address

If working remotely, please indicate work was remote, the address of the company does not
need to match the address of residence

If going to school, and during the summer months not employed, this must be broken down
and have unemployment during those months

If providing HQ address which is not in province of work, provide note of explanation.

TRAVEL (SECTION 37)

Only include travel between 90 days but less than 6 months, please input this into Section 37
Travel over 6 months should be placed in section 35 and 36 (Residences and Activities,
respectfully)

Travel to US not required

Living in the US not required here but still must be included in the Resident section of the
Transport Canada Application

If travel occurred before the age of 16, extra documentation is not required.

If travel occurred before first PR issued, it needs to appear in the travel section, but no extra
documentation is required
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OUT-OF-COUNTRY INFORMATION

IMPORTANT INFORMATION: Transport Canada

has created an easier way for applicants to
know what they need to bring to their
appointment, as well as what documents
they must provide and upload, if they have
spent more than 6 months out of Canada.

TRAVEL (ADDITIONAL INFORMATION)

For travel 6 months to 2 years, additional
documentation must be added to the
applicant’s application:

Travel from 6-24 Months

e Police Certificate
e Statement of activities

TRAVEL (ADDITIONAL INFORMATION)
Travel from 24 Months & Beyond

e Police certificate

e Statement of activities

e Documents to support residency

e Documents to support employment,
education and/or activities

-

2]
el

You must attach the following documents:
Upload each document in the order presented:

+ Study permit (front side of document only)
» Passport (2 inside pages only - page with your signature and page

with your picture and details)

2

second paperclip to attach your Out-of-Country

documents:
Upload each document in the order presented:

Police certificate: Philippines, from 2018-10 to 2022-12

Police certificate: United Arab Emirates, from 2018-04 to 2018-
10

Proof of activity: Self-employment, Philippines, from 2018-10 to
2022-12

Proof of activity: Unemployment, United Arab Emirates, from
2018-09 to 2018-10

Proof of activity: Employment, United Arab Emirates, from 2018-
04 to 2018-08

Proof of travel: Work, United Arab Emirates, from 2018-04 to
2018-10

Proof of residency: United Arab Emirates, from 2018-04 to 2018-
10

Proof of residency: FPhilippines, from 2018-10 to 2022-12

You don't need to print your application!
DocuSign will send your completed file to your enrolment site.

Don‘t forgeat!

You must bring all the documents listed above with you to the
enrolment site (must be originals or certified true copies).

*QOriginals or coples of your out-of-country documents are accepted
You must also bring with you a valid photo-bearing identification
card, or a document issued by the Government of Canada or by a
province or by a municipality in Canada.

***All supporting documents must be translated in French or English, and original documents should

be submitted, along with the untranslated documents***

Guideline for Out-Of-Country Documents by Transport Canada provided here.



https://tc.canada.ca/en/corporate-services/guidelines-transportation-security-clearance-tsc-applications-extended-out-country-ooc-implications
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BULLETIN 85

When applicants have been advised that their application was denied under Bulletin 85, this means
that the applicants OUT OF COUNTRY documents were not sufficient, and they are required to apply
again. The applicant will receive a letter by general mail from Transport Canada with the information
that wasn’t included in their application before the Pass Office gets notified.

At the time of the Pass Office receiving the letter of the TC Suspension, the applicants Temp Badge will
be voided, a letter will go out to the Senior Signing Authority and the applicant will be required to
reapply. Reapply requires the same forms as a New Enrollment.
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FOREIGN NATIONALS

As per the guidelines set down by the Transportation Canada Security Clearance program, foreign
nationals are required to submit a letter of non-threat.

1.6 Foreign Nationals
The following documentation must accompany the application

1) A certificate signed by an official of the foreign government, foreign air carrier or foreign company
stating that:

a) the applicant is an employee of the government, air carrier or company; and

b) the applicant's presence in the restricted area will not constitute a threat to transportation
security.

2) Documentation issued by Citizenship and Immigration Canada indicating that the applicant complies
with the requirements of the Immigration and Refugee Protection Act and the Immigration and Refugee
Protection Regulations.

3) A photo-bearing identification document issued by the company or government concerned.

4) Where applicable a letter of introduction signed by an official of the foreign manufacturer to the
client Canadian air carrier stating that:

a) the applicant is a representative of the foreign manufacturer; and
b) the customary reliability checks of the applicant were conducted by the foreign manufacturer.

5) Where applicable a letter from the Canadian air carrier attesting that the representative's presence
in the restricted area is necessary to meet the conditions of after sales service and stating the expiry
date of the service agreement.

Where applicable a certificate signed by an official of the Canadian air carrier stating that the foreign
national has been directly employed by the Canadian air carrier or by the foreign company for the
previous five years.
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APPOINTMENTS

All appointments must be booked online. We will not book in person, on the phone, or by email.
Whenever possible, appointments should be booked under the name of the person coming to the
appointment.

We have different appointments for different actions in the Pass Office. Help your employees book the
right one. We won’t have the time to complete everything required, based on the wrong appointment
type booked.

IMPORTANT INFORMATION: It is important to make sure your employees are fully prepared for their
appointment with correct documentation and ID’s, to avoid delays in their application being processed
and multi-visit to the Pass Office. Please have your employees read all the information and guidelines
provided on our web page.

TURN AWAY

If a client is late 5 minutes or more to their appointment, we will not be able to complete their
appointment. We will, however, talk with the applicant if they show up within appointment time.
They will not be charged for being late (if the applicant shows up within their appointment time) and
we will mark them as a turn away.

Our schedule is based on scheduled timed appointments, and are back-to-back, therefore, there is no
room for processing after a 5-minute delay. We have limited stations and processors available.

NO SHOW

If they are late, arriving after the scheduled time of their appointment, we will not process but advise
the client to rebook. They will need to pay a NO SHOW fee of $50 before we can process them on their
next scheduled appointment.

20 Minute RAIC Appointment:
e Print or reprint RAIC or any changes to current RAIC/Temp badge
e Extend Temp Badge (clearance has not arrived)
e Renewal of ID Badge or Print an ID Badge
e Adjust Parking
e Airport Transfers
e Visitor Pass Audits/Pick up Visitor Passes
e Issuing Keys


https://yycpassoffice.as.me/passoffice
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30 Minute Appointment:

These appointments are designed to be able to submit AFIS, record information and print a badge
e New Enrollment (Applying or reapplying to Transport Canada)
e Renewal
e Bulletin 85 reapply

PARKING
e We can only validate an applicant’s parking ticket from P1, if they currently do not have
employee parking at the airport.
e When the applicant has parking activated on their current badge, they are REQUIRED to park in
the lot that is designated to them.
e If an applicant does not have employee parking at the airport, we can validate their parking.

REQUIRED FORMS AS PER APPOINTMENT TYPE

Each Appointment can be different, so specific forms must be submitted at your employee’s
appointment. Please ensure that all forms are with your employees at the time of their appointment.

All forms can be found on the YYC website under Calgary Airport Authority -> Pass Office. All YYC forms
are valid for 60 days from the date of employer signature

NEW ENROLLMENT (applying to Transport Canada for the first time):

e RAICor ID Badge form*

e Complete both CASAP modules — National and YYC

e Transport Canada Application* completed via DocuSign with supportive documents attached
e Airport Keys & Access form* (IF applicable)

e Parking form* (IF applicable)

e Original IDs used on the Transport Canada Application


https://www.yyc.com/en-us/calgaryairportauthority/passoffice.aspx
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TRANSFER (from a different Airport and clearance is still valid):

e RAICor ID Badge form*

e Complete both CASAP modules — National and YYC
e Airport Keys & Access form* (IF applicable)

e Parking form* (IF applicable)

e Government issued photo ID

RENEWAL (must be completed 6 months before expiry date of current RAIC):

e RAICor ID Badge form*

e Complete both CASAP modules — National and YYC

e Transport Canada Application* completed via DocuSign with supportive documents attached
e Airport Keys & Access form* (IF applicable) only if there are changes in your access

e Parking form* (IF applicable) only if changes in your lot or license plate(s), or vehicle(s)

e Original IDs used on the Transport Canada Application

When RETURNING TO WORK (if clearance is still valid):

e RAICor ID Badge form*

e Complete both CASAP modules — National and YYC (if gone for 6 months or more)
e Airport Keys & Access form* (IF applicable)

e Parking form* (IF applicable)

e Government Issued ID

When CHANGING/ADDING EMPLOYER:

e RAICor ID Badge form*

e Airport Keys & Access form*

e Parking form* (IF applicable)

e RAIC/TEMP/ID BADGE (current)

*Must be signed by a signing authority.
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AT THE TIME OF APPOINTMENT

For all New Enrollments (looking to obtain a Transport Canada Security Clearance) or Renewal, all
applicants are required to bring in the information that has been requested of them from Transport
Canada list (see Out-Of-Country section for list example)

If the applicants Transport Canada Application is declined by the Pass Office, the applicant will be
notified about why it was declined as DocuSign will not provide a reason. They will then be asked to
resubmit their application to the Transport Canada website, and to make the necessary corrections to
their application.

The Pass Office in unable to photocopy, upload or send a document that was not uploaded into their
application and changes cannot be completed on a Transport Canada Application that was already
submitted.

AFTER APPLYING

TEMP BADGES

Temp badges are given out at every New Enroliment, Reapplication and Renewal (when clearance has
expired). Temp badges contain two cards (a front plate and a Prox card) and are only valid for 6
months. It is important to always keep both cards on you as losing one card will still be considered
losing your entire badge. They also must be present when clearance has been granted as the PROX
(white) card is what we print RAIC’s on. An appointment must be booked before the expiration date of
temp badge, for the Pass Office to print or extend a Temp badge.

CLEARANCE TIME FRAME

Clearance generally takes up to 6 months and in some cases, up to a year to be approved by Transport
Canada. The Pass Office has no say in what clearances get pushed first, it is entirely up to Transport
Canada of how long it takes to get approval.
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CLEARANCE ARRIVAL

When clearances arrive, we notify the Senior signing authority, and inform them that they can tell their
employee that they can book a 20-minute appointment at the Pass Office. We do not inform
applicants over the phone, email or in person when their clearance arrives. This duty is on the Senior
signing authority to delegate the information to your designated or to the applicants themselves.

Senior or designated signing authorities can ask on behalf of their employees to see if clearance has
arrived, but please know that some clearances do take some time to become approved.

At the Pass Office, we do not pre-print RAIC badges, but they are printed, encoded, and tested at the
applicant’s appointment. The badges are encoded with the applicants’ biometrics so their identity can
be confirmed at all NPS zones.

EXPIRED BADGES

If the applicants Temp Badge/RAIC/ID badge has expired, we required a RAIC or ID Badge form, to be
filled out (indicating that the employee is still working with the company), so we are able to print out a
new badge.

EXTENSIONS ON CLEARANCE

Transport Canada do not create extensions.

In the past, clearances were printed out, 4 to 6 months before the expiration date of the applicant’s
clearance. This is no longer in practice and all RAICs are printed out to the last day of their clearance.

We cannot print out additional clearance if a RAIC has expired; the applicant will need to submit a
Transport Canada Security Clearance application first before we can print out a Temp badge.
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CASAP (CANADIAN AIRPORT SECURITY AWARENESS PROGRAM)

For those applying for a Transport Canada Application, there are 2 CASAP modules that must be
completed at the time of their appointment:

e National Module
e YYC Security Awareness Module (also includes an Active Shooter portion)*

* active shooter training is a portion of the YYC CASAP training. The module does not stop at this section and an
applicant will need to complete the training again if they did not continue past this point

Both courses are mandatory for the following:

e New Enrollment

e Renewal

e Areturn to work after 6 months away from the Airport
e Transfer from another Airport

Make sure these are completed before your employee's appointment date.
The validity date of these modules are 6 months. After 6 months, the applicant must complete the

modules again. This standard is set and implemented by YYC Security and Calgary Airport Authority.

For those who do not require a Transport Canada Security Clearance, and only require an ID badge, are
only required to complete the YYC Security Awareness CASAP module.


https://www.yyc.com/en-us/casap.aspx
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e Requires Signing Authority
REQUESTING OFFICER
Information and Signatu re A3 @ Reguecsting OMce for my cfganizatson, | request that the Calgary Ainpon Authority msue 8 RAIC, Temng o ID Badge of
th Ty indBcated 1o this applicant. On behal of sy organization. | accept responsibaity for the RASC, Temp or 1D Badge
sued and commet 10 pay all Tees levied by tha Calgary Alrpor Authority for ks or sisasa.
HAME POBITION
¢ AUthorlzeS Pass Offlce to prlnt a EMPLOYER | CONTRACTED BY DEFARTMENT, AVIBION OR CONTRACTOR
HAME
RAIC/Temp/ID badges for the ST S
requeSted individual CITY |PItD‘\I'I~Il:£ | POSTAL CODE | BUBINESS PHOWE
RAIC REGUEBTED FOR (Check only boses thal agpply) HEW AFPPLICATIONS OHLY
CJrasc [ canada Pass [ aircrew []iD Badga Fre-Secuity only) | SECURITY CONTROL REGUESTED
. . || Escon Reguard Bsarch Required
e Authorizes Pass Office to collect 0] e U
I:I'.‘\.WTE AFFI.EAHT COMPLETED SWING GATE ELEARNIMNG (i applaibh- it nchucs Certiicats and A cims Laresl ipphcibon form)
information of the requested i
DATE APPLICANT COMPLETED SUPPLY CHAM TRAIKING vy -tlld-DDg
individual DATE OF APPLICATION (v vl il | EMPLOYER SIGNATURE | CONTRACTOR SIGHATURE
APPLICANT
. HURHAME QIVEN HAMEE BIRTH DATE {7 vr-kaDin
e Isrequired to make any
HEIGHT (Warmstors: | WEIGHT (Mersstery) | EYE COLOUR (21 brrs of spmsesston] | HAIR COLOUR (& brvss of sppsiesen)
changes to the RAIC e — — | e
Eg: OCCUthiOI’) Change POSTAL CODE D e T — T e Fp——
Employer change FOME PRONE i s | DocupaTon
Name Change APPLICANT'S CONSENT AND CERTIFICATION
For the purpose of fis application for a Festricted Anea dentiy Cand (RAIC) | consent 1o the collection and siorage of the personal
imormation on this applcation fim. | understand that the inforragon will Be siored in e RAIC and .!.:'_n-ss_n:mum comgter
e Or when a badge has Expired, i oy P o acs e Iamaaion s arterec i B comptnr st
consent io the coleciion of the person al indormadion it will be dsplayed on e RAC, and the Sngerpin and ins images fat will
for Renewals, Transfers and e ot e B e T o s o
NeW En r0||ments consent 1o the disciosune io the Canadian A Trarspon Secunty Auiornity (CATEA ) of the empkics that will be siomesd on e
RAIC.
cerify that all fhe information sef out by me in this appication, inclading any SUPPOMng documeataon. & e and comect (o the
Best of my knoweige and bk,
APPUCANT'S SIGNATURE DATE
* Includes Security Policy which it f PRt s of ik mandaary on S B4 R and s T K a ot P Ofic. The prert, e
o iafor whe Signs. et Consen must be in attendance at the Pass Ofice whiks this appication s being processed. Photo 10 will be
needs to be understood and pe
signed by the applicant
e Allows the applicant to add additional employers to their RAIC

IMPORTANT INFORMATION: When completing a Transport Canada Application with multiple employers,
all employers must fill out a RAIC or ID badge for the applicant’s renewal process
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KEYS AND ACCESS REQUEST FORM

i ieni i cacary  APPLICATION FOR AIRPORT KEYS & ACCESS
* Requires Signing Authority YYc AUTHORITY TO BE COMPLETED BY THE REQUESTING OFFICER
Information and Signature, with THIS FORM MUST BE FILLED OUT ELECTRONICALLY — HAND WRITTEN FORMS WILL NOT BE ACCEPTED
the proper access levels required APPLICANT
SURNAME GIVEN NAMES BIRTH DATE {YYYY-MM-DD)

for applicant occupation.

EMPLOYER CONTRACTED BY DEPARTMENT, DIVISION OR | POSITION
CONTRACTOR NAME
e YYC Security determines the
REQUESTING OFFICER

access allowed per occupation

As & Requesting Officer for my organization, | request that the Calgary Airport Authority issue the keys and access card
lizted below to the individual named above. On behalf of my organization, | accept responsibility for the ilems ssued and
commit to pay all fees levied by the Calgary Airport Authority for loss or misuse, and for the cost or any changes to key,
lock or access control systems occasioned by this loss or misuse.

EMPLOYER CONTRACTED BY NAME

e Required to make any access

adJUStments DEPARTMENT, DIVISION OR CONTRACTOR NAME POESITION

BUSINESS PHONE (Including area code) | DATE OF APPLICATION (YYYY-MM-DD) | SIGNATURE

e Can be used to assign access to

Restricted access levels with

ACCESS LEVELS REQUESTED CONTROLLED ACCESS LEVEL APPROVAL VERIFIED
proper signature used for both Name:
Keys and access > .
et

ACCESS LEVEL EXPIRY DATE(S) (Il anplicable)

Drate:

e Swing gate access requires a

controlled access level approval KEYS REQUESTED [E.G. ske-123) KEY LEVEL APPROVAL VERIFIED
and signature Name:
Signature

Diate:

A list of access levels available 1o your organization is available upon request from the Pass Office.

Who can obtain access at YYC

Reguests such as “the same as ._." or “the doors that lead to ..." will not be honoured.

e Transferto YYC
e Hold a Canada Pass
e Hold a YEG RAIC

IMPORTANT INFORMATION: No access can be added on RAIC or Temp badge that is issued out of city,
except for a Canada Pass. A RAIC or ID badge and Access form must be given at the client’s
appointment before we are able to add access to a Canada Pass.

Keys: if keys have been requested, the client has 2 weeks after being notified in order to pick up their
keys. After 2 weeks, keys will be returned to the vault and another Keys and Access form must be
submitted.
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EMPLOYEE PARKING FORM

e Requires Signing Authority

Information and Signature

e Requires lot selection

e Requires Accounting Code

e Thereis a company pay and
personal pay form

e Personal pay requires credit card

e There are no upgrades being
offered

e Department/Accounting code

must be present on all forms

e Forms must be typed out and
signed.

= CALGARY
AIRPORT
AUTHORITY o T A a

Employee Parking Permit Application - Company Pay

Pasa Contral Offics

Applicants masl appear in parson with this completed fam i the Pass Control Office Mon = Fri, 8200 am - 3:00 pm
lacated in the Main Terminal, A Lavel. App gl be booked in (e for hunch)
AR [T fan H Ll 403-TH5-1500
kv com

“Mandatory felds

“Fmplrenn Fame “Duste

“ComparnOrganiation “Depariment | Accouning Code
*Coamparty PHiong Numbar | “Caliphons Mumber "Corrnty Emacgme Mumbar
"Email Address

“Whicla #1

“Licerna Plate I'Dulor | ke | “Model | Frovince
‘inhicly 82

Licern Plate |D=I:r |MIIII |Ihdl|ll |Prvnnn

I have read snd wndersiang ihe parking reguiabions. rwidm responsibiily io abide by Whwese reguiabions and
wndsvsiand hal & wolséon of one or mone of thess reguiadions may resull in Bokeling. lowing andbor koss of my parking

w Fﬂ'mwﬁu!m Pirking sppieason, | consmnd b the colipetion and siorage of the parsonal infermation
) will be siored in the RAIC and Access Conirol compuler Systams of Caigary

mw&mﬂmmrmm- copy of Bhe sioned informalion upan feques!
*hpplican Rigrstun |*Tl.|n

*COMPANY AUTHORIZATION FOR NEW PERMIT
*LOT: Green Blue Red White Ora Gray

Imsuance of Employes Parking Permit 1o the above named Penmit Molder s authorized by

m ‘m' s L ¥

*Efwctive Gate “Sig “Crate

& i the respomibilty of an invoiced company 1o ensure thal their empicyen's parking permEProxCand i refurned o
the Employes Parking Ofica upon Ther lefminston

#  [Baling will confinus until the pemit and ProaCand Favs been eturned of LostSiolen fees paid. The lee for a
Lot StokenNen-Returmid parking PemilProx s $25.00 (+G5T) The fee & redardabia an eburn of

FermA®roxCard caed within 30 days of deactvation andior notice.
+  [Parking rates andior msocinied lees are subject 1o changs withoul nolice

OFFICE USE OMLY
PERLAIT & PRON # EXPRATION ITIALS:

Please contact parking@yyc.com if you are not sure of lot or accounting code assigned for your

company.



mailto:parking@yyc.com
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CANADA PASS APPLICATION

e Application for a RAIC that can be used to
enter the Restricted Area at multiple
Canadian airports

e Requires signing authority signature

e Is printed for entire clearance

e Forms must be sent off to YYC Security for
approval before the Pass Office is able to
issue a badge

e Both sides of application must be submitted
and can be submitted over email

e We will notify the applicant when their
application has been approved and when
they can book an appointment with the Pass
Office.

F-22-6
vvc CALGARY
AIRPORT
AUTHORITY
APPLICATION FOR CANADA PASS

TYPE THE INFORMATION REQUIRED USING TAB TO NAVIGATE FROM FIELD TO FIELD.
PPRINT DOUBLE SIDED ON 8 % X 14 (LEGAL SIZE) PAPER.

[ NEW [] RENEWAL ] REPLACEMENT

PART 1_ APPLICANT

SURNAME GIVEN NAMES. GATE OF BITH
Ens moNTH D

CURRENT CALGARY PASS KUMBER Ve

EMFLOVER Ppplicari-s Work Phons Mumber

CoMP AT AODRESS.

Cig FROVRGE FOSTAL COOE

| |

@ FROVINCE FGETAL CODE

HOME TELEPHONE NUMBER. | CELL PHONE NaUMBER:

AIRFOSTS VISITED A0 FREQUENCY OF WISITS (Artach 3 saparate shoot if mora spaca is raquired)
LAST THRTY DAVS: ANTICFATED DURING THE NEXT THRTY DAYS

Arport #of vislis Alrport Forvisiis

DUTIES PERFORMED WITHIN RESTRICTED AREAS AT THESE AIRPORTS: (attach s saparats shast f mors spsca is recuired)

REASONS IT IS NOT FEASIZLE TO MAKE PASS EXCHANGE ARRANGEMENTS AT THE AIRPORTS LISTED AROVE: (asach a
saparats shot it mors space is roquirsd)

uuuuu igned, certify thal the information et out by me in this document is true and correct ta the best of my
knr.mledge and bailef.

APPLICATION FOR CANADA PASS - PAGE 2

PART 2 - COMPANY DESIGNATED REQUESTING OFFICER
T The URdsrsiqrisd. cery hat the mumual mamed on the reverse is empln,ed by my orgenlzation. it 3 Canada

has speci
mspt’ml‘;h ilities. regarding Airport anm RAccess Passes issued on my_"l'gquEsl. and realize that the

maximum amount payabie by my for ion of these jons is $25.000.
Requasting Ollice’s Name J'rm_s sioNATURE
BUSHESS FHONE NUVEER SATE

Gomments of Requesting Cificer

PART 3 - PASS CONTROL.

FILE NUMBER CLEARANCE EXFIRY DATE
1808-

VERFEDBY

Mamo Dt SIGNATURE

PART 4 - SECURITY MANAGER CALGARY AIRPORT AUTHORITY
CANADA PASS AUTHORIZED:
SIGNATURE DaTE

Commments ol

TANADA PASS DENIED FOR THE FOLLOWING REASONS:

SECURITY MARAGER'S SIGNATURE oaTE

Comments of

PART 5 - RECEIPT OF CANADA PASS
T the undersigned, cartify that:

1am the applicant named on the face of this form;
I have received Canada Pass YYC :
| have received a copy of the Terms of Issue, and that | have read, understood and agree to abide by these terms of

RECIPIENT'S MAME oae sscnATURE

WITHESS"S NasE ome WTHESS'S SIGNATURE
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LOST OR STOLEN PASSES OR KEYS REPORT

All signing authorities and holders of a RAIC
have a duty to inform the Pass Office when a
RAIC has been stolen or lost. This ensures the
safety of the airport as well as the holder of a
RAIC.

Leaving a RAIC in the vehicle is not
considered a safe location.

If an employee’s RAIC or key is stolen, the

CALGARY
AIRPORT
AUTHORITY

Any person who has lost or had any of the following items stolen is required to fill out this report and submit it o the Pass
Office. The items include: RAIC, Temp Badge, ID Badge or keys. ALL INFORMATION MUST BE TYPED.

LOST OR STOLEN PASSES OR KEYS REPORT

APPLICANT INFORMATION

SURNAME GIVEN NAME(S)

WORK PHONE EMPLOYER

OCCUPATION

‘ SIGNING AUTHORITY (Name) ‘ SIGNING AUTHORITY SIGNATURE

CURRENT RAIC OR TEMP NO.

PASS/BADGE TYPE (if applicable)
'/Cji Search

~\ Fa P e
l JEscort | JRAIC | JCanadaPass | ) AirCrew

LOST OR STOLEN ITEM INFORMATION

\’.) Lost () STOLEN

LAW ENFORCEMENT FILE NO.

POLICE DEPT.

PASS (Provide.pa tas 6.9, FRAIC, Temp Badge or 0. Badga)

KEY (Provide key details e.g. 55-1234)

*  When, where and how the loss occurred

« Whean and where the item(s) was last in your
possession

Please provide the following details of the loss or theft in the area provided below:

* When, where and how the item disappeared
*  The efforts taken to recover the item(s)

employee is required to submit evidence of a =~ == =
Valid po"ce Case number and a Copy Of a ;ﬁ;ﬁffﬁlﬁ;:ﬂAulhoritySecurilyDeparimsnl is required: \3 YES '\E: NO
written statement to the Pass Control Office. Securty Deparmant Sigranne: pate
Police case numbers are verified by CPS. e e
Accounts Receivable Clerk: Signatura
Pass Confrol Officer Signature: Date
PENALTY FOR LOST RAICS:
Lost Key: Penalty: Lost RAIC Penalty
1st Offence S25 + GST 1st Offence S100 + GST
2nd Offence S50 + GST 2nd Offence $200 + GST
3rd Offence* S75 + GST 3rd Offence* S300 + GST

e First and second offences will be dealt with at the Pass Control Office. A third offence* will

require an in-person interview with the Security Department, prior to the Pass Control Office

issuing a third replacement RAIC or key.

e If areported lost RAIC or key is found, physical proof will need to be produced to the Pass

Control Office within 5 business days of reporting the RAIC or key lost, for a refund to be

considered.

e However, 25% of the administrative penalty will be retained by the Pass Control Office to cover

administrative fees.
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VISITOR PASS

To request visitor passes, a Designate
or Senior Signing Authority must agree
that the Staff Members needs to hold
them and then fill out the online
application.

The employee must have a valid
Transport Security Clearance (RAIC) to
hold Visitor Passes; using a temp
badge is not allowed.

Reminder emails will be sent 10 days
before audit is due. These are
automated messages. If you get your
audit done early these messages will
still come 10 days before original audit
day.

Visitor Passes are good for 1 year

Certificates (Blue and Yellow) are
audited every 3 months. Certificates
are only valid for 24 hours only

CALGARY
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APPLICATION TO HOLD A BLOCK OF VISITOR PASSES

In these rare Instances where obtaining Visitor Passes would have severe operational implications for the company
sponsoring the wvisitor, The Calgary Alrport Authority may Issue a block of Escort Required Visitor Passes to a
responsible authority of the company wishing to sponsor visitors.

THIS APPLICATION MUST BE TYPED, SIGNED BY YOUR DESIGNATED REQUESTING OFFICER AND
SENT TO THE PASS OFFICE FOR VERIFICATION.

APPLICANT INFORMATION

COMPANY DEPARTMENT/DIVISION (if “all" please specify)

COMPANY ADDRESS

CITY PROVINCE POSTAL CODE

Az Designated Requesting Officer for the company and division(s) identfied above, | request that a block of viaitor passes
be issued to the individual whose particulars appear below. Drawing visilor passes from the Pass Office or on an on-call
basis would not feasible as this would cause severe operational implications for my organization. Following are the
reasons:

FOR RENEWALS, PLEASE PROVIDE THE FOLLOWING INFORMATION

Number of passes currently held: Mumber of passes requesied:

Number of Sarial Cerlificates used: MNumber or Airport Visitor/Block Pass cerificales requested:

|:| TERMINAL

Number of unused cerlificates returned: Type of pass requesied l:‘ AIRSIDE

Mame of Designated Requesting Officer SIGNATURE DATE

PARTICULARS OF INDIVIDUAL AUTHORIZED TO DRAW THE BLOCK OF VISITOR PASSES

SURNAME GIVEN NAMES EMAIL

WORK PHONE MOBILE

| POSITION

CALGARY AIRFORT AUTHORITY SECURITY DEPARTMENT APPROVAL

The issue of these passes is

authorized

The issue of these passesis | DATE
not autharized

SIGMNATURE COMMENTS:

FOR PASS OFFICE USE - Data verified prior to forwarding ap wn to Security Department

SIGNATURE DATE
This data has been verified

Passes have been printed SIGNATURE DATE
and the applicant has been

notified via email

To provide an easy audit experience, please ensure that all Certificates are in numerical order, and

stapled together

You must submit a new visitor pass application for us to issue you new visitor passes, as these need to

be preapproved
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Only the holder of the Passes may issue a visitor pass. The Certificate must be filled out with all parties
present. The issuer must verify that the person being escorted does not hold an active clearance.

The escort must be of the SAME company as the issuer.

Not to be used by anyone that has an ACTIVE CLEARANCE as this would give that person a 2nd
document of entitlement.

PENALTY FOR LOST OR STOLEN BADGES:

Visitor Pass: Penalty:
Visitor Passes S50 + GST (per pass)
Visitor Pass Certificates S50 + GST (per certificate)

*There are fines of $50 plus GST for each Certificate or Pass that is missing at the time of your Audit

More information, applications and conditions can be found on the Pass Office Website, under Visitor
Passes.



https://www.yyc.com/en-us/calgaryairportauthority/passoffice.aspx
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Senior Signing Authority Confirmation

| understand that only my delegated or myself as Senior Signing Authority, are only allowed to ask
about the personal information of my employees (Initial)

| understand the Failure to Return process and understand the punitive fees if an employee does not

return their RAIC/Temp Badge (Initial)
| understand the Transport Canada Security Clearance Application process (Initial)
| understand the DocuSign process (Initial)

| understand what documents, IDs and trainings are required of my staff, and am confident in relaying
this information to them (Initial)

Please sign, date, and send (by email provided below) this form as a confirmation that you have read this
material, understood the duties and conditions of being a Senior Signing Authority.

If you have questions about any of the following information, please email joseph.ingrilli@yyc.com.

Name Of Senior Signing Authority Name of Pass Officer

Company Name

Date of Signature Date of Signature


mailto:joseph.ingrilli@yyc.com

