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© 2000-2011 Vigilant. This Model Form is a publication of Vigilant, 6825 SW Sandburg St., Tigard, OR 97223. This publication presents general 
information in nontechnical language. This information is not legal advice. Before applying this information to a specific management decision, 
consult legal counsel or consult the Vigilant staff in the following offices: 

Tigard, OR Eugene, OR Spokane, WA Everett, WA Redding, CA 
(503) 620-1710 (541) 485-7296 (509) 276-2277 (425) 349-4477 (530) 222-3500 

Invitation to Self-Identify (Explanation) 

Why use this form? 
Use this form to survey your employees and, if applicable, your applicants on demographic data 
required by law. 

 If you employ at least 100 employees but are not a federal contractor: 

 You need to know employees’ ethnicity/race and gender so you can compile your EEO-1 
Report, due September 30 of each year. To gather this data, you’ll need to use the post-
offer form for employers who are not federal contractors.   

 If you have more than $10,000 in federal contracts: 

 You need to know applicants’ ethnicity/race and gender so you can determine whether 
your hiring process has an adverse impact on minorities or women.1  To gather this 
applicant data, you may use our pre-offer form for federal contractors. 

 You need to know employees’ ethnicity/race and gender so you can compile your EEO-1 
Report and (if you have at least 50 employees and $50,000 in federal contracts) your 
written affirmative action program. To gather this employee data, you may use the post-
offer form for federal contractors, containing one page each for instructions, the form 
itself, and definitions. The middle page of the post-offer form also allows you to meet 
your obligation to gather data on employees’ veteran and disability status.2  

 Vigilant recommends that you post a notice inviting protected veterans and employees 
with disabilities to self-identify. This is a simple way to meet your obligation to internally 
disseminate your affirmative action policy, as well as your duty to inform employees of 
the hours and locations where they can view your written affirmative action plan for 
protected veterans and people with disabilities.3 Use the example posted notice 
provided here.   

 

How to use this form 
If you’re not a federal contactor but have at least 100 employees, then your obligations are 
simple: give new hires an opportunity to self-identify their ethnicity/race and gender after hire. 
If new employees refuse to complete this post-offer form, then mark it yourself and write 
“visual observation” on it, along with your name and the date. 
 
This document has been formatted so that you can use it as a fillable form. First, customize the 
form for your needs (deleting this explanation section, adding your company logo, removing 
the footer, etc.). Be sure to leave the gray shaded boxes in place—these are fillable fields. 
When the text is customized to your liking, turn on the protection feature in your document  

http://www.eeoc.gov/employers/eeo1survey/index.cfm
http://www.eeoc.gov/employers/eeo1survey/index.cfm
http://www.eeoc.gov/employers/eeo1survey/index.cfm
http://www.eeoc.gov/employers/eeo1survey/index.cfm
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(e.g., “protect document” or “restrict editing”), and specify that you want to allow filling in of 
forms. Once the document is saved in protected form, individuals can tab from field to field to 
enter their information.     
 
If you’re a covered federal contactor as explained above, you need to make some decisions. 

 First, decide how to obtain ethnicity/race and gender data from applicants. When 
applicants apply in person, one option is to use visual observation (i.e., take your best guess 
based on what the person looks like). A second option, which also works for resumes 
received through the mail or over the Internet, is to ask the applicants to complete a 
voluntary pre-offer form.  

 If the applicant never returns the form and a company representative never sees the 
individual, then you should log the ethnicity/race and gender as unknown (even if you 
think you can make a good guess based on the applicant’s name).4 But if a company 
representative sees the applicant (e.g., a receptionist accepts a completed application 
form from a walk-in applicant, or a human resources representative interviews a 
candidate), then the Office of Federal Contract Compliance Programs (OFCCP) will 
generally expect you to have a record of the person’s ethnicity/race and gender. If the 
applicant is unwilling to complete the voluntary pre-offer self-identification form, then 
you will need to use visual observation. 

 In either case, the race and gender data must be kept confidential and separate from 
the applications. You may have a tear-off sheet for race and gender data on the 
application form, but once the applicant completes the race and gender information, 
you should separate the tear-off sheet from the application. This information also 
should not be available to the people who make hiring decisions, if at all possible. 

 Second, you need to determine which veterans’ categories apply to you. Depending on the 
amount and timing of your federal contracts, you may be covered by two sets of 
regulations.5 

 If you still have federal contracts worth at least $25,000 that were signed before 
December 1, 2003, and never modified after that date, then the original veterans’ 
categories apply to you. You must file a VETS-100 Report, due on September 30 each 
year.  

 If you have federal contracts worth at least $100,000 that were signed or modified on or 
after December 1, 2003, then the new veterans’ categories apply to you. You must file a 
VETS-100A Report.6  

 Use the post-offer forms provided here to obtain veterans’ data on new hires. If you are 
covered by only one set of veterans’ categories, then you may remove the references to 
the other categories. 

 Third, you should tailor the model posted notice and display it in an area where employees 
are likely to see it, such as the lunchroom. Employees and applicants have the right to 

http://www.dol.gov/vets/programs/fcp/VETS-100.pdf
http://www.dol.gov/vets/programs/fcp/VETS-100a.pdf
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review your written affirmative action plans for veterans and people with disabilities, and 
you must post the hours and location those plans are available.7 

 
If you’re a federal contractor and you’d like to find out how Vigilant can help you prepare and 
implement your affirmative action programs, contact your Vigilant staff representative.  
 
                                                 
1 41 CFR 60-1.5(a) and 60-2.17(b)(2). 
2 41 CFR 60-250.42 (original veterans’ categories, which apply to employers with federal contracts of at least 
$25,000 signed before December 1, 2003 and not modified after that date), 60-300.42 (new veterans’ categories, 
which apply to employers with federal contracts of at least $100,000 signed or modified on or after December 1, 
2003) and 60-741.42 (disability regulations, which apply to employers with federal contracts over $10,000).  
3 41 CFR 60-250.44(g), 60-300.44(g) and 60-741.44(g) (internal dissemination of policy) and 41 CFR 60-250.41, 60-
300.41 and 60-741.41 (availability of affirmative action program). 
4 OFCCP directive (Apr. 21, 2004), available online at 
http://www.dol.gov/ofccp/regs/compliance/directives/dir265.htm.  
5 41 CFR 60-250.4 and 60-300.1. 
6 73 Fed Reg 28710 (May 19, 2008).  
7 41 CFR 60-250.41 and 60-741.41. 

http://www.dol.gov/ofccp/regs/compliance/directives/dir265.htm
http://edocket.access.gpo.gov/2008/pdf/E8-10916.pdf
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Pre-Offer Form—Invitation to Self-Identify 
(For Federal Contractors) 

 
We ask all applicants to provide the information requested below. It is confidential and kept separate from your 
other application materials. Providing this information is totally voluntary and refusing to provide it will not 
result in any adverse treatment. We are a government contractor subject to Executive Order 11246. As part of 
our Affirmative Action Program, we must track applicants’ race and gender for statistical purposes. We are 
committed to equal employment opportunity for all employees in all matters of employment (such as hiring, 
promotion, transfer, training, layoff, compensation, fringe benefits and termination), regardless of race, religion, 
national origin, age, gender, disability or veteran status or any other status protected by law. Please check the 
appropriate boxes below and return to [job title and address of company representative] as soon as possible. 
Thank you! 
 
Please print your name:        
 
Job for which you are applying:        
 
Today’s date:        
 

What is your gender?  Male 

 Female 

Are you Hispanic?  Yes. Hispanic means a person of Cuban, Mexican, Puerto Rican, South or Central 
American or other Spanish culture or origin, regardless of race. If you check this 
box, you may skip the next question. 

 No. Continue to the next question. 

What is your race?  White: A person having origins in any of the original peoples of Europe, the Middle 
East or North Africa. 

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

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

 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. 

 American Indian or Alaskan Native: A person having origins in any of the original 
peoples of North and South America (including Central America) and who 
maintains cultural identification through tribal affiliation or community 
recognition. 

 Two or More Races: All persons who identify with more than one of the above 
five races. 
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Please sign here 

 
Signature:       
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Post-Offer Form—Invitation to Self-Identify  
(For Federal Contractors) 

Background—Why we are asking for this information 
Information on ethnicity, race and gender 
We are a government contractor subject to Executive Order 11246 and are required by federal 
regulations to maintain records of employees’ ethnicity, race, and gender. Therefore we invite 
you to voluntarily self-identify your ethnicity, race and gender. If you choose not to complete 
this form, we are required to record your ethnicity, race and gender on your behalf using visual 
observation. 
 
Information on disability and veteran status 
We are a government contractor subject to Section 503 of the federal Rehabilitation Act of 
1973 (as amended) and the federal Vietnam Era Veterans’ Readjustment Assistance Act of 1974 
(as amended). These laws require us to take affirmative action to employ and promote qualified 
people with disabilities and protected veterans. If you have a disability, or if you have ever been 
in the military and are a protected veteran (explained on the next page), please tell us. You may 
inform us of your desire to benefit under the program now and/or at any time in the future.   
 
Confidentiality and nondiscrimination 
The information you submit is confidential and separate from your personnel file. Providing this 
information is totally voluntary and refusing to provide it will not result in any adverse 
treatment. We will use the information you provide only in ways that are consistent with our 
obligations under affirmative action and equal employment opportunity laws.However, we may 
inform supervisors and managers of disability-related work restrictions and accommodations; 
we may inform first aid and safety personnel in appropriate circumstances of conditions that 
might require emergency treatment; and we may inform government officials in the context of 
enforcing affirmative action and other employment laws. We are committed to equal 
employment opportunity for all employees in all matters of employment (such as hiring, 
promotion, transfer, training, layoff, compensation, fringe benefits and termination), regardless 
of ethnicity/race, religion, national origin, age, gender, disability or veteran status, or any other 
status protected by law.  
 
Highlights of our Affirmative Action Program  
Under our Affirmative Action Program, we carefully consider the job qualifications of all 
applicants and employees when filling job openings and selecting people for training. We 
periodically review our personnel processes to ensure that individuals are not stereotyped 
based on ethnicity/race, gender, disability or veteran status, in a manner that limits their access 
to jobs for which they are qualified. If a disability prevents an employee from performing the 
essential functions of his or her job, we engage in an interactive process to search for a 
reasonable accommodation that will allow the person to perform the essential functions of the 
job. If you have any questions or comments about our Affirmative Action Program, please 
contact [company representative] for more information. 



 

© 2000-2011 Vigilant                                  - 7 - Rev. 06/23/11 
  1607 

Post-Offer Form—Invitation to Self-Identify (For Federal Contractors), continued 
This form is kept separate from your personnel file. For “Veteran Status” please mark all boxes that apply. For all 
other questions, please mark only one answer. Then return to [job title and address of company representative] as 
soon as possible. Thank you! 
Please print your name:        
 

Veteran 
Status 
 
(If you have 
ever been in 
the military, 
please see if 
any 
categories 
apply to you) 

Original Categories (Mark all that apply; see the explanation of these categories on the next page) 
 Special disabled veteran 
 Vietnam-Era veteran 
 Other protected veteran. Veteran who served on active duty in the U.S. military, ground, naval or 
air service during a war or in a campaign or expedition for which a campaign badge has been 
authorized.  

 Recently separated veteran: Any veteran during the one-year period beginning on the date of the 
veteran’s discharge or release from active duty in the U.S. military, ground, naval or air service.  

 Date of discharge/release:        
 

New Categories (Mark all that apply; see the explanation of these categories on the next page) 
 Disabled veteran 
 Other protected veteran. Veteran who served on active duty in the U.S. military, ground, naval or 
air service during a war or in a campaign or expedition for which a campaign badge has been 
authorized. 

 Armed Forces Service Medal veteran 
 Recently separated veteran: Any veteran during the three-year period beginning on the date of the 
veteran’s discharge or release from active duty in the U.S. military, ground, naval or air service.  

 Date of discharge/release:        
 

Disabled 
Status 
(Mark one)  

 Nondisabled 
 Person with a disability (a physical or mental impairment that substantially limits one or more major 
life activities or a record of such an impairment). If you need an accommodation to do the essential 
functions of your job, please explain: 

         
        
 

Gender  
(Mark one)  

 Male 
 Female 

Are you 
Hispanic? 
(Mark one) 

 Yes. Hispanic means a person of Cuban, Mexican, Puerto Rican, South or Central American or other 
Spanish culture or origin, regardless of race. If you check this box, you may skip the next question. 

 No. Continue to the next question. 
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What is your 
race? 
(Mark one) 

 White: A person having origins in any of the original peoples of Europe, the Middle East or North Africa. 

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

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

 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. 

 American Indian or Alaskan Native: A person having origins in any of the original peoples of North and 
South America (including Central America) and who maintains cultural identification through tribal 
affiliation or community recognition. 

 Two or More Races: All persons who identify with more than one of the above five races. 

Sign 
Here 

 
Signature:        Date:        



 

© 2000-2011 Vigilant                                  - 9 - Rev. 06/23/11 
  1607 

Post-Offer Form—Invitation to Self-Identify (For Federal Contractors), continued 

Explanation of Veterans’ Categories 
If you have ever served in the military, we encourage you to see whether you may qualify as a protected veteran 
under any of the categories below. You may be covered under more than one category, so please mark all that 
apply on the “Invitation to Self-Identify” form. As an employer, whether we track the original veterans’ categories, 
the new categories, or both, depends on the amount of our federal contracts and the date they were signed or 
modified. 

Original Categories 
 Special Disabled Veteran—Veteran of the U.S. military, ground, naval or air service:  

 Who is entitled to compensation (or would be if the person were not receiving military retired pay) under 
laws administered by the U.S. Department of Veterans Affairs for a disability rated at 30 percent or more 
or rated at 10 percent or 20 percent in the case of a veteran who has been determined by the U.S. 
Department of Veterans Affairs to have a serious employment handicap; or 

 Who was discharged or released from active duty because of a service-connected disability. 

 Vietnam-Era Veteran—Either of the following: 

 Veteran who served on active duty in the U.S. military, ground, naval or air service for more than 180 days 
and was discharged or released with other than a dishonorable discharge, if any part of the active duty 
occurred in the Republic of Vietnam between February 28, 1961, and May 7, 1975, or occurred elsewhere 
between August 5, 1964, and May 7, 1975; or 

 Veteran who was discharged or released from active duty in the U.S. military ground, naval or air service 
for a service-connected disability if any part of the active duty occurred in the Republic of Vietnam 
between February 28, 1961, and May 7, 1975, or occurred elsewhere between August 5, 1964, and May 7, 
1975. 

 Other protected veteran. Veteran who served on active duty in the U.S. military, ground, naval or air service 
during a war or in a campaign or expedition for which a campaign badge has been authorized. (Example: 
Afghanistan and Iraq campaign veterans). A list of all wars, campaigns and expeditions can be found at 
http://www.opm.gov/staffingportal/vgmedal2.asp.  

 Recently separated veteran: Any veteran during the one-year period beginning on the date of the veteran’s 
discharge or release from active duty in the U.S. military, ground, naval or air service.  

New Categories 
 Disabled veteran. A veteran of the U.S. military, ground, naval or air service who is entitled to compensation 

(or would be if the person were not receiving military retired pay) for a service-connected disability under laws 
administered by the U.S. Department of Veterans Affairs or a person who was discharged or released from 
active duty because of a service-connected disability. 

 Other protected veteran. Veteran who served on active duty in the U.S. military ground, naval or air service 
during a war or in a campaign or expedition for which a campaign badge has been authorized. (Example: 
Afghanistan and Iraq campaign veterans). A list of all wars, campaigns and expeditions can be found at 
http://www.opm.gov/staffingportal/vgmedal2.asp. 

 Armed Forces Service Medal veteran. Veteran who, while serving on active duty in the Armed Forces, 
participated in a United States military operation for which an Armed Forces Service Medal was awarded 
pursuant to Executive Order 12985. This service medal is a noncombat medal that covers significant U.S. 
military operations that don’t encounter foreign armed opposition or imminent hostile action. DD Form 214, 
Certificate of Release or Discharge from Active Duty, indicates whether a veteran received an Armed Forces 
Service Medal.  

http://www.opm.gov/staffingportal/vgmedal2.asp
http://www.opm.gov/staffingportal/vgmedal2.asp
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 Recently separated veteran: Any veteran during the three-year period beginning on the date of the veteran’s 
discharge or release from active duty in the U.S. military, ground, naval or air service. 
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Post-Offer Form—Invitation to Self-Identify  
 (For Employers Who Are Not Federal Contractors) 

 
[Company name] is subject to certain governmental recordkeeping and reporting requirements for the 
administration of civil rights laws and regulations. Therefore we invite employees to voluntarily self-identify 
their ethnicity, race and gender. Providing this information is totally voluntary and refusing to provide it will 
not result in any adverse treatment. We will use the information you provide only in ways that are 
consistent with our obligations under equal employment opportunity laws. This form is kept separate from 
your personnel file. If you choose not to complete this form, we are required to do so on your behalf using 
visual observation. 
 
We are committed to equal employment opportunity for all employees in all matters of employment (such 
as hiring, promotion, transfer, training, layoff, compensation, fringe benefits and termination), regardless of 
race, religion, national origin, age, gender, disability or veteran status or any other status protected by law. 
Please return this form to [job title and address of company representative] as soon as possible. Thank you! 
 
Please print your name:        

What is your 
gender? 

 Male 

 Female 

Are you Hispanic?  Yes. Hispanic means a person of Cuban, Mexican, Puerto Rican, South or Central 
American or other Spanish culture or origin, regardless of race. If you check this box, 
you may skip the next question. 

 No. Continue to the next question. 

What is your race?  White: A person having origins in any of the original peoples of Europe, the Middle East 
or North Africa. 

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

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

 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. 

 American Indian or Alaskan Native: A person having origins in any of the original 
peoples of North and South America (including Central America), and who maintains 
cultural identification through tribal affiliation or community recognition. 

 Two or More Races: All persons who identify with more than one of the above five 
races. 

 
 
Please sign here 

 
Signature:         Date:        
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Posted Notice—Invitation to Self-Identify 
(For Federal Contractors) 

 
[Company name] is a government contractor subject to Section 503 of the federal 
Rehabilitation Act (as amended) and the federal Vietnam Era Veterans Readjustment Assistance 
Act (as amended). These laws require government contractors to take affirmative action to 
employ and promote people with disabilities and protected veterans. The [title of person 
responsible for AAP] can provide you with an explanation of the types of protected veterans. 
 
If you are a person with a disability, or have ever served in the military and are a protected 
veteran and would like to be considered under the Affirmative Action Program, please tell us. 
You may contact the [title of person responsible for AAP] now or at any time during your 
employment with [company name] and state that you would like to benefit under the 
Affirmative Action Program.  
 
Providing this information is totally voluntary and refusing to provide it will not result in any 
adverse treatment. We will use the information you provide only in ways that are consistent 
with our obligations under affirmative action and equal employment opportunity laws. 
 
The information you submit is confidential, except that we may inform supervisors and 
managers of disability-related work restrictions and accommodations. We may also inform first 
aid and safety personnel in appropriate circumstances of conditions that might require 
emergency treatment and we may inform government officials in the context of enforcing 
affirmative action and other employment laws. 
  
If you have a disability (regardless of whether the disability is service-connected) and you need 
an accommodation in order to perform the essential functions of your job, please tell your 
supervisor or the [title of person responsible for AAP]. We can then work together to try to find 
a reasonable accommodation that will allow you to perform the essential functions of your job. 
  
Under our Affirmative Action Program, we carefully consider the job qualifications of all 
applicants and employees when we fill job openings and select people for training. We 
periodically review our personnel processes to ensure that people with disabilities and 
protected veterans are not stereotyped in a manner that limits their access to jobs for which 
they are qualified.  
 
Upon request, the full Affirmative Action Programs for people with disabilities and for veterans 
are available for inspection during normal business hours in the office of the [title of person 
responsible for AAP]. Please contact the [title of person responsible for AAP] to make an 
appointment or if you need more detailed information on the definitions of protected veterans 
or people with disabilities.  
 
  
[Title of person of highest authority] 


