SAMPLE LETTER OF INTRODUCTION
This sample letter is to be filled out by a company who has established a CBP bond 301 and would like to introduce a new employee under their existing bond. Letters must be printed on the bond holding company’s letterhead and sent as a scanned PDF along with your scanned Form 3078 and two IDs to sfosealsapp@cbp.dhs.gov


Date: MM/DD/YYYY (Dated within 5 business days)

U.S. Customs and Border Protection Port Director
c/o Airport Security Program
San Francisco International Airport
P.O. Box 280551
San Francisco, CA 94128 

Dear Inspector:

A background check has been performed on the applicant to the extent allowable by law, including at a minimum references and employment history.  Stated employment history had been verified for the preceding five (5) years. To the best of my knowledge the applicant meets the conditions necessary to conduct duties in the U.S. Customs Security Area as outlined in 19CFR122.181

	Name
	Date of Birth
	Sex
	Social Security Number
	Zone

	Last Name, First Name
	MM/DD/YYYY
	M or F
	###-###-#### (Full SSN)
	1 or 2



The applicant was hired on MM/DD/YYYY

Job Description: Please place an “X” in the box next to the category that is applicable.
		☐ Porter who assists handicapped travelers or travelers with their luggage
☐ Passenger Service		☐ Mechanic		☐ Cargo/Baggage Handler
☐ Construction Worker		☐ Technician		☐ Fueler
☐ Other (Be Specific) ___________________________

	
	Name
	Phone Number

	Authorized Signatory:
	Last Name, First Name
	###-###-####




[bookmark: _GoBack]


Sincerely,

Signature of Authorized Signatory____________________
First Name, Last Name, Job Title in Bond Holding Company
