SIDA Badge & Customs Seal Procedures Guide
1. New Badge Holders
· SIDA Badge Application: Mark “YES” for Customs access, applicant must start the badging process and be fingerprinted.  Once the Badging Office processes the new employee, staff will submit the eBadge to CBP.
· CBP Application Packet Submission: Submit the required application packet to CBP.  The packet must include a Letter of Intent, CBP Form 3078, and two forms of identification (required for both first-time and renewal applicants).  More information can be found at mymspconnect.com under Badging- Documents & Resources tab.
· Badge Pickup: Do not send employees to pick up their badges until both the MSP fingerprint process and Customs approvals are finalized.  Both processes can take a week or more.  Follow instructions provided by badging staff and CBP for pickup.  The employee must bring two forms of identification.
2. Renewing Badge Holders
· Timeline Tracking: Customs renewals occur every two years.  It is the company’s responsibility to track this timeline—not the Badging or CBP offices.  If an employee needs to retain an approved Customs access seal for an additional 2-year period, the Company Coordinator must submit an application packet to CBP no later than 30 calendar days prior to the start of each additional period.  
· Renewal Steps:
1. Submit the standard badging renewal application.
2. Submit the application packet to CBP.
3. Badge Pickup: Do not send employees to pick up their badges until both the badging process and Customs approvals are finalized.  Both processes can take a week or more. Follow instructions provided by badging staff and CBP for pickup.  The employee must bring two forms of identification and their current badge.
3. Current Badge Holders Needing a Customs Seal Added
· Notification: Email the Badging Office in advance to notify them that the renewing employee will need a Customs seal, including the applicant’s name and SIDA Badge number.  Staff will submit the eBadge to CBP.
· Application: Mark “YES” for the Customs seal on the badge application.
· CBP Application Packet Submission: Submit the required application packet to CBP.  The packet must include a Letter of Intent, CBP Form 3078, and two forms of identification.
· Badge Pickup: Once the Customs seal is approved, schedule an appointment and visit the Badging Office to renew the badge and add the seal.  The employee must bring two forms of identification and their current badge.  Please plan ahead to avoid badge expiration.
5. Removing a Customs Seal (No Longer Needed or Revoked)
· Application: Complete the badge change application via the signer portal and select “NO” for the Customs seal.
· Badge Pickup: Schedule an appointment at the Badging Office.  The employee must bring two forms of identification and their current badge.
6. Employees Working for Multiple Companies (Customs Seal for Both)
· When renewing or adding a Customs seal for an employee who requires a seal for both employers, you must submit a separate application packet for each company to CBP.

