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Renewal Request

Renewal Request

1. Open the Internet Explorer, and type in the following DMS URL: https://designee.faa.gov/

2. Enter the Username & Password, and click on the Login button.

Federal Aviation Designee Management System Home Page
Administration

*'WARHING "WARHING "WARHING"*

*ou are accessing 3 .5, Govemment information £y stem, which includes (1) this computer, (Z)thiz compurer network, (3)3ll computers connzcted to
this network, and (4) all devices and storage media attached to this REWOMk or to @ computer on this hetwark, This information system iz provided for
U3, fnvemment-authorized use only

Unauthorized or improper use of this sy:stem may resuftin disciplinary action, az well a5 civil and criminal penaties

iy using this information system, you understand and cansert to the following:

(1) You have no reasonable expestation o privacy regarding any sommunications or information transiting or stored on this information system. A any
time, the gowemment may for any lawful gowemment purpose monitor, intercept, search, and seize 3ny communication or infommation transiting or
stored on this information sy stem

(2) Py communications or data transiting or stored on this information system may be disclosed or used for any lauful govemment purpnse

FAA Designee Program

The Designee Wnagement System (DRS) is @ web-based tool designed to
standardize the management of designees. The Designee Managemert. Polioy
establishes the process and procedures for managing all aspests of
sdministration including registration, spplication, selection,  appeintment,
orientation. training. aversight. suspension and termination

User Mame:

Forotliset Hane.

The DMS progmm represemts 3 conselidation of existing pelicy and

procedures aoross the Office of fwiation Safery (AVS) lines of business

Eroredk Hrcratt Certification Servies (AIR), Flight Standards Service (AFS) and the

Ofice of Aernspace Medicine (A20). Al Applicamts for designation, cument

designess, and  FA%  personnel  responsble  for  managing

must follow the Designee Managemert Policy and use

the DMS tool a2 directed sxcept for the hoiders of orgarization designation
authorization (D02

Plogse Register | Login Please view the link to Policy,

Note: Due to security requirements, after 30 minutes of inactiwity you will be
sutomatically logged off OMS and required to login 3gsin befars resuming
activity

3. From the Action Required table select the link named “Submit Designation Renewal Request”.

e :signee Manage s P
Federal Aviation Designee Management System Home Page
I Administration

Mlassags nter Change Pas

Action Reguired tems =2

[ Designation DMIR

Subject ¥ Action Status (¥ Due Date x
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4. “Do you want to renew your Designee Authorization?” Select Yes or No.

5. Click on the Continue button

3 { [
Federal Aviation Designee Management System Home Page

Administration

Home  Update Profite  Create Application

Mf“-’{\-‘:fg.’-g-‘ !I\"-l:'.“P!fs\v\’Ij' oyt
Welcome Firstname Lastname

* Required Field

DAR-F Designee Renewal

Please answer the following question to start the Renewal process for your Designation.

IMyou salect ™
v

™ you will be given a list of specific renewal questions to answer o be considered for your cument designation

Easlin ) titey {pluntary surmender request

* Do you wani to renew your Designee Authorizal

Back Cancel

Readers & Viewers Government Sites Contact Us

@ g @ ]

b : #
800 Independence Avenue, SW i

‘Washington, DC 20591
1-866-TELL-FAA (1-866-835-5322)

Web Policies
Wab Polices & Motices
Privacy Policy

6. Check all of the checkboxes on the screen, in the “| agree” column.

M s e
Foderal Aviation Designee Management System Home Page

Administration

IAGREE

Cancel

Readers & Viewers  Government Sites

@ lwE

web Policles

7. Click on the Continue button.
8. Answer questions related to renewal.
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| Qu

et mal
- s @ Seuines of Since you! st renereal, R you Deen offer Ban “hono sty Vs & Mo
3% @ Sesignae of Since your st senewal, Rave you had amy inves o, charged Yes & No
n an W, sy, Foderal, Mdgary
Yes % Mo
"4 B rigiriad, bis i of o Selory Tl W Mo
g’ Yo ¥ No
NOTE: Asa
DMIR, if your company z
supports your renewal,
you must upload a T
company letter endorsing
your renewal before
proceeding to the * 8. Tyes, you el upioad your comiany e B conbnue e nenewal rguest process
summary screen. v

9. Questions are presented related to your renewal. You must provide an answer before selecting the
“Continue” option. The Renewal Summary screen displays.

DMIR Renewal Summary

Please review the answers that you provided. If you wish to make a change, please select the Back button

Renewal

1. Since your appointment as a designee or since your last renewal, have you been other than "honorably™ No
discharged from the military?

2. Since your appointment as a designes or since yvour last renewal, have you had any investigations, charged No
indictments, or pending actions in any local, state, Federal, Mitary, or Foreign court?

3. Dunng the last 7 years, have you been convicted of any felony offenses? Afelony offense is considered a No

wheere the p could have been greater than one year regardless of the sentence.
4. During the last 7 years have you been imprizoned, been on probation or on parole because of a felony No
conviction (ncluding civilian or military felonies, firearms or explosive violations)?

5. During the last 7 years, have you had an aimman certificate (other than medical), rating, or authorization (or Mo
foreign equivalent) suspended, rewoked, or hawve you paid a civil penalty as a result of a violation of any FAAor
other Civil Aviation Authority regulations (Foreign or Domesticy?

6. During the last 7 years, have you been convicted for 3 wiolation of any Federal, $tate or Foreign statutes No
relating to drugs or alcohol?

7. Does the company support your renewal and do you report to @ level of management in the company fes
sutficient 1o enable you to administer the p FAA I effectively without undue pressure or

influence from other organization elements?

8. If yes, you must upload your company letter to continue the renewal request process.

pdt

Please enter your DMS password to submit your renewsl request.

* Signature

Back Submit Cancsl
10. Enter your DMS password to submit your renewal request.
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Renewsal Submission

Thank you for submitting your renewal request. You will
be notified via DMS regarding the status of your request.

Clow

11. Once your renewal request is processed, a notification will be sent to the message center
notifying you of the decision.

Summary: To submit your renewal request, do the following:
o Enter your DMS login password as the signature.
0 A pop up displays “Thank you for submitting your renewal request.
o You will be notified via DMS regarding the status of your request.”
0 Select the “OK” button and you will be directed to the DMS home page.
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