
Co 1 - Letter of Establishment Version: 03/08/2015 
Optional Template 

Reproduce or create a Letter of Establishment  
onto your company’s official letter headed stationary. 

 
(Please ensure all Letterheads comply with company law, and include the full company 

name, registered number, registered office address, country of registration. It should also 
include any links to other organisations such as a parent company etc.) 

(Remove all the above before completing) 

ID Centre 
Address 1 
Address 2  
Address 3 
Poste Code 
         Date 
 

Letter of Establishment & Required Information 

o Nature of Business - Suggested text examples: 

Retailer – opening two outlets to sell travel goods  

Builder – Contracted by Manchester Airport to build concession stand.  

 Address for all correspondence. 

 Which Airport’s ID scheme are you requesting to join. 

 Number of authorised signatories required. (Justification will be required if 
greater than three). 

 How many employees are expected to require Security ID’s.  (An estimated 
guide figure will suffice). 

 Which Company or Companies (all must be listed) do you provide a service 
for. (Tenants, Airlines etc. who are at Manchester Airport on their own 
behalf, state ‘None’). 

 Your awareness and agreement that any Security ID application processed at 
your request will be taken as an order for a Security ID and will be invoiced at 
the relevant charge. (See fees and charges). 

o Suggested text  

I agree that all Security ID’s requested shall be invoice to the above 
company at the current charges. 

 I am a company executive of the above company or I have been nominated by 
my company named above to act on their behalf in all matters concerning 
Security ID’s at (enter Airport). 

 Any other relevant information. 

 
Name 
 
Position 

(To be signed by a Company Executive or person who has been nominated to act as an 
executive of the company.) 

(Please note; this signatory must sign all Co2 - Authorised Signatory forms) 


