Identification Card Application Guidelines

Electronic ID Card (Adobe PDF)
Electronic ID Card (Word) (Front) (Back)
1. Must enter full complete name;  last name, first name and middle initial 

DOE, John R. 

DOE-RAE, Jane M.

NOTE:  This name should be your legal name.  Last names (maiden) used as middle names due to marriage for example, are not your actual middle name.  Abbreviated and “nick” names are not to be used.  Names can be hyphenated if that is the legal name used.  For example:


DOE, Jane M.
 (DOE is maiden name) should be RAE, Jane M. or DOE-RAE, Jane M.

Using “D” (for DOE) as a middle initial is not correct when it is the maiden last name.


The middle name is what appears on the birth certificate.

DOE, William R.  (Bill, Billy, Will, etc., are not correct if the name is actually “William”)

2. If there is no middle name, “NMN” should be entered to reflect “no middle name,” for example:

DOE, Jane (NMN)

3. Credential Justification should reflect the purpose of your ID card, for example:

a. Replacement

b. Lost or stolen ID

c. Name change (must include “from” and “to”, i.e., “Name change from “Smith” to “Jones”)

d. If a contractor, must include contract name, number, and expiration date

e. Should include telephone extension

4. Title/Grade should reflect the applicant’s actual title.  The grade should be included for all Federal employees.

5. Office/Service/Region/Center will always be “MMAC.”  Modal organizations will enter their appropriate region or MMAC.

6. Official Station is where the applicant is assigned or actually works (routing symbol).

7. Date of application is the date applying for the ID card.

8. Only FAA Authorized Officials can sign the DOT Form 1681.  Designated Authorized Officials at each Modal organization must sign the DOT Form 1681 for their modal organization. 

9. Submission of all information on the DOT Form 1681 is mandatory and failure to furnish the information on the form may result in denial of the ID card.

10. All other authorizing signatures such as “computer room,” “Logistics Center,” and “Flightline” must be in the justification block.

