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PALMETTO BACKGROUND SCREENING (PBS)

CLIENT INSTRUCTIONS – BACKGROUND CHECK AUTHORIZATION

IMPORTANT INFORMATION – PLEASE READ CAREFULLY

This instruction page explains how to properly complete and submit your Background Check Authorization
Form.

This process is required for Self-Screening only. If your background check is being requested by an
employer, the employer will submit the request on your behalf and will be the contracting party.

STEP 1: COMPLETE THE AUTHORIZATION FORM
Download the PBS Background Check Authorization PDF. Complete the form either electronically using your web
browser or PDF reader, or by hand using clear, legible handwriting. Ensure all required fields are completed and
the form is signed and dated.

STEP 2: SUBMIT A SCREENING REQUEST
Once the Authorization Form is completed, visit https://www.palmettobgs.com/screening.html and submit the
Request a Screening form. This step must be completed before uploading your authorization document.

STEP 3: UPLOAD YOUR COMPLETED FORM
After submitting the screening request, visit https://www.palmettobgs.com/portal.html or click Client Portal on the
PBS website. New clients must create an account. Upload your completed authorization form in PDF, PNG, or
JPG format.

STEP 4: TRACK YOUR BACKGROUND CHECK STATUS
Once uploaded, you may log in to the Client Portal at any time to track the status of your background check and
confirm document submission.

EMPLOYER-SUBMITTED FORMS
If this form was completed at the request of your employer, the employer is responsible for submitting the
screening request. Do not upload the form yourself unless instructed.

QUESTIONS OR SUPPORT
If you have any questions or need assistance, please contact info@palmettobgs.com. Please allow 24–48
business hours for a response.

All information submitted is handled securely and in compliance with the Fair Credit Reporting Act (FCRA) and
applicable privacy laws.
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