
 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 SF-181, ETHNICITY AND RACE IDENTIFICATION 
 
 
This form is recommended for all appointments.  The information is used to identify the 
employee’s race and national origin. 
 
Complete the form as follows: 
 

- Employee completes Name, SSN, DOB, answers questions 1 and 2, and selects 
a Racial Category.. 

 
Forward the completed form to Minneapolis with the appointment paperwork. 
 
PLEASE NOTE; 
 
This information is used for report purposes only and is kept confidential. 
 
If not received or specified, the default code is WHITE   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
       



Standard Form 181

Revised August 2005
Previous editions not usable

42 U.S.C. Section 2000e-16

NSN 7540-01-099-3446

U.S. Officeof PersonnelManagement ETHNICITY AND RACE IDENTIFICATION
Guide to Personnel Data Standards (Please read the Privacy Act Statement and instructions before completing form.)

Name (Last, First, Middle Initial) Social Security Number Birthdate (Month and Year)

Bear, Paul P. 123-45-6789 12/1980

Agency Use Only

Privacy Act Statement

Ethnicity and race information is requested under the authority of 42 U.S.C. Section 2000e-16 and in compliance with
the Office of Management and Budget's 1997 Revisions to the Standards for the Classification of Federal Data on Race
and Ethnicity. Providing this information is voluntary and has no impact on your employment status, but in the instance
of missing information, your employing agency will attempt to identify your race and ethnicity by visual observation.

This information is used as necessary to plan for equal employment opportunity throughout the Federal government. It
is also used by the U. S. Office of Personnel Management or employing agency maintaining the records to locate
individuals for personnel research or survey response and in the production of summary descriptive statistics and
analytical studies in support of the function for which the records are collected and maintained, or for related workforce
studies.

Social Security Number (SSN) is requested under the authority of Executive Order 9397, which requires SSN be used
for the purpose of uniform, orderly administration of personnel records. Providing this information is voluntary and failure
to do so will have no effect on your employment status. If SSN is not provided, however, other agency sources may be
used to obtain it.

Specific Instructions: The two questions below are designed to identify your ethnicity and race. Regardless of your answer to
question 1, go to question 2.

Question 1. Are You Hispanic or Latino? (A person of Cuban, Mexican, Puerto Rican, South or Central American, or other
Spanish culture or origin, regardless of race.)

DYes fgJ No

Question 2. Please select the racial category or categories with which you most closely identify by placing an "X" in the appropriate
box. Check as many as apply.

RACIAL CATEGORY
DEFINITION OF CATEGORY

(Check as many as apply)

D American Indian or Alaska Native A person having origins in any of the original peoples of North and South America
(including Central America), and who maintains tribal affiliation or community
attachment.

D Asian A person having origins in any of the original peoples of the Far East, Southeast
Asia, or the Indian subcontinent including, for example, Cambodia, China, India,
Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

D Black or African American A person having origins in any of the black racial groups of Africa.

D Native Hawaiian or Other Pacific Islander A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or
other Pacific Islands.

fgJ White A person having origins in any of the original peoples of Europe, the Middle East, or
North Africa.
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AD-1197, REQUEST FOR USDA IDENTIFICATION (ID) BADGE INSTRUCTIONS  
 

This form is required for all first time federal appointments and contractors and must be included in all 
appointment paperwork submissions either through Human Resources or Contracting Officer 
Representative (COR).  This form and supporting documentation is used to determine suitability for the 
issuance of a USDA ID badge.  The information will be used to identity proof and register applicants as 
part of the government-wide Personal Identity Verification (PIV) process. 
  
Please complete the following steps – be sure the information you are providing is legible: 
 
SECTION A – SOURCE DOCUMENT CONFIRMATION 

A representative of Human Resources or the Administrative Person/Supervisor who will be guiding the 
new employee through the New Employee Orientation will complete Sections A and B of the AD-1197 
form. 

1. Replacement Card?   
Check ⌧ No when completing form for new employee or contractor 

2. BI (Background Investigation) Application Complete?  
Check ⌧ Yes ONLY if investigation form (SF-85) and fingerprint cards are attached or 
you know the applicant has been initiated into e-QIP to complete an SF-85P Public Trust 
or SF-86 National Security Position Questionnaire.  Should you know the applicant’s assigned 
e-QIP registration number you are encouraged to add it to the form in this area. 

3. Applicant Information – Compliant ID Badge 
Check ⌧ appropriate field for Federal Employee or Contractor.  

3a. Applicant Information – Non-Compliant ID Badge 
Check ⌧ appropriate field for Site, Temporary, or Retiree 

3b. Expiration Date (mm/dd/yyyy)  
Required field (except for permanent Federal employee whose badge is renewable every 5 years) 

4. Using employee’s legal name as it appears on their social security card, driver’s license, 
and/or passport. 

5. through 13. (as requested on form) 

Identity Source Document 1; Attach a clear copy of any State or Federal photo ID  

14. Enter employee/contractor legal name as it appears on the source document 
15. Document Number 
16. Document Title (e.g. Minnesota Driver’s License or USA Passport) 
17. Issuer (e.g., State of Minnesota or Secretary of State of the USA) 
18. Document Expiration Date 

Identity Source Document 2; Attach a clear copy of any document from the list of acceptable 
documents found on page 3 of these instructions (these parallel those requested with the I-9 Form) 

19. through 23. - same process as noted above for Identity Source Document 1 
 
SECTION B – USDA IDENTIFICATION BADGE REQUEST (TO BE COMPLETED BY SPONSOR) 

Sponsor Information - the HR representative or the Administrative Person/Supervisor completing 
this form is required to enter: 

24. through 27. (as requested on form) 
27a. Access Required: (building/facility name, hours/days) 

Sponsor Certification – Person whose name is listed on line 24 must sign and date lines 28 & 29  
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Submission of Paperwork  
 
- Retain a copy of the AD-1197 which will require the employee’s signature confirming the receipt of 

the permanent ID Badge (Section E.)   
- Staple copies of the two (2) identity source documents from Section A and the Fingerprint cards, if 

available to the AD-1197. 
- For Federal Employees: forward completed form and attachments with the appointment paperwork 

to: 
USDA, APHIS, MRPBS, Human Resources 
100 North 6th Street, Butler Square 
Minneapolis, MN  55403 

- For Contractors: this form, together with fingerprint cards should be submitted through the 
Contracting Office Representative (COR) or Program Point-of-Contact to: 

USDA, APHIS, MRPBS, Human Resources 
Attn: Personnel Security Section 
100 North 6th Street, Butler Square 
Minneapolis, MN  55403 

SPECIAL NOTE: Employees working at the USDA Washington, DC facility will be escorted to the USDA 
Building Security Office by HR personnel to receive their USDA ID Badge.  A copy of this form should still 
be forwarded to the address above as it is used to initiate required background investigations. 

 
SECTION C – ISSUANCE APPROVAL 

 
Issuance Approval (Registrar) Information - the HR Personnel Security Officer is responsible for 
completing and certifying the information in this section prior to submitting the AD-1197 to the Agency 
Card Issuer.  
 

SECTION D – USDA IDENTIFICATION BADGE DETAILS 
 
To be completed by Agency (AMS, APHIS, or GIPSA) staff responsible for issuing ID Badges. (i.e.,  
AMS, Office of Safety and Security; APHIS, ESD, Security Branch; or GIPSA Field Office Point of 
Contact) 

 
SECTION E – APPLICANT ACKNOWLEDGEMENT  

− Once registered and verified, the photo PIV USDA Credential (ID badge) will be forwarded to the 
Sponsor  (Program Administrative Point-of-Contact or Supervisor) for delivery to the employee. 

− The employee will sign and date lines 49 and 50. 
− The Sponsor (Program Administrative Point-of-Contact or Supervisor) will submit the copy of the   

AD-1197 with the employee’s signature to their Agency staff noted above in Section D.  
 
 
 
Department Policies and Procedures, FAQs, Training and Communication:  http://hspd12.usda.gov/ 
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LISTS OF ACCEPTABLE DOCUMENTS 

LIST A 

 
Documents that Establish Both 

Identity and Employment 
Eligibility 

 

LIST B 

 
Documents that Establish Identity 

 

 

LIST C 

 
Documents that Establish 

Employment Eligibility 

 

1. U.S. Passport  
(unexpired or expired) 

1.  Driver's license or ID card issued 
by a state or outlying possession 
of the United States provided it 
contains a photograph or 
information such as name, date 
of birth, gender, height, eye color 
and address. 

1. U.S. social security card issued 
by the Social Security 
Administration (other than a card 
stating it is not valid for 
employment) 

2. Certificate of U.S. Citizenship 
(Form N-560 or N-561) 

2. ID card issued by federal, state 
or local government agencies or 
entities, provided it contains a 
photograph or information such 
as name, date of birth, gender, 
height, eye color and address. 

2. Certification of Birth Abroad 
issued by the Department of 
State (Form FS-545 or Form 
DS-1350) 

3. Certificate of Naturalization 
(Form N-550 or N-570) 

3. School ID card with a 
photograph 

3. Original or certified copy of a 
birth certificate issued by a 
state, county, municipal 
authority or outlying possession 
of the United States bearing an 
official seal 

4. Unexpired foreign passport, with 
I-551 stamp or attached Form   
I-94 indicating unexpired 
employment authorization 

4. Voter’s registration card 
 

4. Native American tribal document

5. Permanent Resident Card or 
Alien Registration Receipt Card 
with photograph 
(Form I-151 or I-551) 

5. U.S. Military card or draft record 5. U.S. Citizen ID Card 
(Form I-197) 

6. Unexpired Temporary Resident 
Card (Form I-688) 

6. Military dependent’s ID card 6. ID Card for use of Resident 
Citizen in the United States 
(Form I-179) 

7. Unexpired Employment 
Authorization Card 
(Form I-688A) 

7. U.S. Coast Guard Merchant 
Mariner Card 

7. Unexpired employment 
authorization document issued 
by DHS (other than those listed 
under List A) 

8. Unexpired Reentry Permit  
(Form I-327) 

8. Native American tribal document 

9. Unexpired Refugee Travel 
(Form I-571) 

9. Driver’s license issued by a 
Canadian government authority 

10. Unexpired Employment 
Authorization Document issued 
by DHS that contains a 
photograph (Form I-688B) 

For Persons Under Age 18 Who 
Are Unable To Present a 
Document Listed Above: 
 
10. School record or report card, 
11. Clinic, doctor or hospital 

record 
12. Day-care or nursery school 

record 

 

 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 




