Federal Aviation
Administration

AME-DMS
Designee Voluntary Surrender Request

Job Aid Contents

DESIGNEE MANAGEMENT SYSIEIM....cuietiietestestesteereeeete e st e sresteereeeeseeseeteteaseateaseeseessesseseeaeeaseaReeseeseenseeeaeenEeaaeaReaneeneeneeeenteanenreaneenenseens 1
[D]\V/ ST oo 11 PO
Voluntary Surrender Request

Designee Management System

Designee Management System (DMS) is a web-based tool designed to standardize the management of designees. Designee: Private
persons (i.e., individuals) or organizations delegated to act as representatives of the Administrator. DMS will collect, store and process
designee information and the designee management processes in accordance with FAA recordkeeping requirements. Successfully
meeting the minimum qualifications does not guarantee appointment as a designee. Applicants must update their applications
whenever information changes and they must validate and verify the application data at least every 12 calendar months. Failure to
maintain up-to-date information may affect selection eligibility and appointment as a designee. (Text taken from FAA Order
80000.95)

DMS Login

Designee Login
1. Access DMS using the following link: https://designee.faa.gov/

2. When the Systems Use Notice appears, click I Agree.

Systems Use Notice

You are accessing a U.S. Government information systemn, which includes (1) this computer, {23 this
computer netwark, (33 all computers connected to this network, and (4) all devices and storage media
attached to this netwaork or o @ computer on this network. This information system i= provided for LS.

Government-authorized use only.

Unauthorized or improper use of thiz system may resultin disciplinary action, a=s well a= civil and criminal
penalties.

By using thig infarmation systemn, you understand and cansent to the following:

(1) You have no reasonable expectation of privacy regarding any communications or information transiting
or stored on this information systermn. At any time, the government may for any lawful government purpose
manitar, intercept, search, and seize any communications or information transiting or stored on this
information systern.

{2) Any communications or data transiting or stored on this information systerm may he disclosed orused

far any lawful government purpose

3. Enter your User Name and Password, and click Login.

User Name:
Shawnhelson

Forgot User Hame

Passworil:
[TITITTITITT]

Forgot Passwaord

Please Reqister
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https://designee.faa.gov/

The Designee DMS Home page opens.

Home Update Profile Create Application FAA Order 8000.95

Messane Center Change Password Logout
Nelcome Nelson, Shawn

Iy Designations

b
Designation  (¥) Designation () EffectiveDate (¥) ExpirationDate (¥) Termination (¥ View Contact Designation

Status Date Information Actions
AME Active 0712812015 o7iatintge CLOA Edit Action L

1 Required tems

Voluntary Surrender Request

1. Under My Designations, click on the Action link.

My Designations

@
Designati ¥ Designati (¥) Effective Date (T) Expiration Date (¥) Termination (¥) View Contact Designation
Status Date Information Actions
AME Active O7r28i2014 071312018

cLOA Edit [fsction ] 0

Action Reguired ltems

2. Under Activity Links, click on the Voluntary Surrender Request Link.

Home  Update Profile  Create Application FAA Order 8000.95

Message Center Change Password Lagaut
Welcome MNelson, Shawn

Designation Information

Designation AME

Designation Status Active

Effective Date TIZ8I2015

Expiration Date TI3102018

Managing Specialist Melson, Roxanne
Mext Training Due Date

Mext Seminar Due Date

Activity Links

AME Report Card

| ¥oluntary Surrender Request |

Change f Expand Autharity

3. Complete all the required fields (required fields are marked with a red asterisk), and click Submit.

Voluntary Surrender Request

Voluntary Surrender Request

To complete the voluntary surrender of your designation please complete all of the required fields below, Please note you must surrender each designation
separately.

Designee authority requested to voluntarily surrender:
AME

* 1. Do you have any Incomplete FAA work in progress?
O Yes
@ Mo
* 2. Do you have any FAA materials that require return or destruction?
O ves
@ N
* 3, Reason for Voluntary Surrender:

Accepted another job|

Back Save Cancel
4. You will be asked to participate in the Designee Program Feedback Survey, click Yes.



Designee Program Feedback Survey

Flease take the Designee Program Feedback Survey,

Yes Ho

Answer the Designee Program Feedback Survey questions, and click Submit.

Note: One is Very Dissatisfied and Five is Very Satisfied.

Designee Program Feedback Survey

1]

ig Program Feedback Survey

1. Please identify why you are surrendering your FAA Designation?

Other |Z|

Comments {optional):

2. Rate your overall experience as an FAA designee

5 [=]

{i.e. 1 meaning Very Dissatisfied and 5 Very Satisfied)

Comments {optional):

3. Rate the economic feasibility of conducting designee activities {cost of conducting designee duties relative to economic benefit).
4

{i.e. 1 meaning Cost Prohibitive and 5 Hot Cost Prohibitive )

Comments (optionaly:

4. Did you receive enough FAA education to perform your job?

5 [=]

{1.e.1 meaning Hot Enough and 5 Too Much)

Comments {optienal):

5. Did your FAA Managing Specialist adequately meet your needs?

5 [=]

{i.e. 1 meaning Hever and 5 Always)

Commerits {optionaly:

6. Would you consider being an FAA designee again?
@ vyes
O Ma

Comments {optional):

Back Save ‘I Submit I Cancel




6.  When the Voluntary Surrender Request window appears, click Continue.

]
Voluntary Surrender Request

You have requested to waluntarily surrender your Designee
authority. Your FAS manading office will process this request
and will ermail you to confirm the termination of yaur
Designee autharity in the requested area. If you meet the
criteria, vou will continue to have access to the systerm and
will be eligible to reapply as a Designee. YWe thank you for
wour service as an FAA Designee.

The Voluntary Surrender Request appears under the Activity History.

Home Update Profile Create Application F A8 Order 2000945

hbessage Center Change Password Logout
Welcome Helson, Shawn

Deszignation Information

De=ignation AhiE
Designation Status Potive

Effective Data TIEA0S
Expiration Date TEI01E
Bnaging Specialist Melzon, Roxanme

Mext Training Oue Date

Mext Seminar Oue Date

Betivity Links

AhlE Report Card “woluntary Sumender Request
Change / Expand &utharity

Betivity History
Detivity (¥} DMS Tracking # (¥) Betivity Status (¥) Modified Date )
I‘u’hluntargr Sumender Request Pending IR IR IR E] I"
Expand Authority Request OOG0AT147-2015_554 Pending 02002015 .
4 Page 4 ofd [ - | 1-2of 2 iterns

Eack Cancel

The Review Voluntary Surrender Request will be sent to the Managing Specialist

Technical Support

For technical assistance, please contact:

FSC

FAA IT SERVICE CENTER
Email: helpdesk@faa.gov
Phone: (844) FAA-MYIT
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